[JokymeHT npegoctasneH KoHcynbTaHTII0C

3apeructpupoBano B Muntocte Poccun 7 centsiopst 2015 r. N 38830

MUHUCTEPCTBO KYJbTYPBl POCCUICKOHN ®EJEPAIIIN

IIPUKA3
ot 31 maprta 2015 r. N 526

OBb YTBEPXKXJIEHUU ITPABNJI
OPTAHU3BAIIUU XPAHEHUSA, KOMIIVIEKTOBAHUS, YYETA U NCITOJIB30BAHUSA
JTOKYMEHTOB APXUBHOT'O ®OHJIA POCCUHCKOMN ®EJEPALIUU U IPYTHUX
APXHWBHBIX JOKYMEHTOB B OPTAHAX TOCYJIAPCTBEHHOM BJIACTH,
OPTAHAX MECTHOI'O CAMOYIIPABJIEHUA U OPI'TAHU3AIUAX

B cootBercTBuM ¢ myHkToM 2 yactu 1 crateu 4, yacTbio 5 ctarbu 14 @enepanbHOTO 3aKOHA OT
22 oxtsa0ps 2004 r. N 125-®3 "O0 apxuBHOoM nene B Poccuiickoit ®enepamuu’ (CoOpanue
3akoHoaarenscTBa Poccuiickoit ®enepanuu, 2004, N 43, ct. 4169; 2006, N 50, ct. 5280; 2007, N 49,
ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, ct. 2291; N 31, ct. 4196; 2013, N 7, cT. 611; 2014, N 40
(ua. 1), ct. 5320) u nocranosyienrem IlpaButenscrBa Poccuiickoit deneparuu ot 20 urons 2011 r. N
590 "O MunucrepcrBe KynbTypbl Poccuiickoit ®enepanun” (CoOpaHue 3akOHOAATEIHCTBA
Poccuiickoit @enepanuu, 2011, N 31, ct. 4758; N 44, ct. 6272; 2012, N 6, ct. 688; N 17, cT. 2018; N
26, ct. 3524; N 37, ct. 5001; N 39, cr. 5270; 2013, N 3, c1. 204; N 8, ct. 841; N 31, cT. 4239; N 33,
ct. 4386; N 41, cr. 5182; N 45, ct. 5822; 2014, N 9, ct. 909; N 30 (u. I1), ct. 4305; N 40 (4. 1), cr.
5426, N 48, ct. 6860; 2015, N 2, ct. 491; N 4, ct. 664; N 9, ct. 1339) mpukasbiBato:

1. Vr1BepauTh npuiaraemble MpaBuiIa OPraHU3aLUU XPAHEHUS, KOMIUICKTOBAHMSA, ydeTa M
UCIOJIb30BAHUS JOKYMEHTOB ApxuBHOro Qonaa Poccuiickoit ®@eneparuu ¥ APYyruX apXUBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOM BJAacTH, OpraHax MECTHOIO CaMOYNpaBJICHUS U
OpraHM3aLUsX.

2. HampaBuTh HacTOSIIMH MNpHKa3 Ha TOCYIApCTBEHHYI PErHCTpalio B MUHHCTEPCTBO
roctuuuu Poccuiickont @enepannu.

3. KoHTposb 3a MCHONHEHHEM IpHKa3a BO3JO0XKHUTh Ha IepBOro 3amectutens Munucrpa B.B.
Apucrapxosa.

MI/IHI/ICTP
B.P.MEJMHCKHNHA

IIpunoxxenue

K IIpUKa3y MUHHCTEPCTBA KYJIbTYPHI
Poccuiickoit denepanuu

ot 31 mapra 2015 . N 526

MMPABIJIA
OPTAHU3ALIMM XPAHEHUSI, KOMIIIEKTOBAHUSI, YYETA 1 UCIIOJIL3OBAHUS
JOKYMEHTOB APXMBHOI'O ®OHJA POCCUICKOI ®EJEPALIMU U JPYTUX
APXUBHBIX JOKYMEHTOB B OPTAHAX TOCYJAPCTBEHHOI1 BJIACTH,
OPT'AHAX MECTHOT'O CAMOYIPABJIEHUSI 1 OPTAHU3ALIMSIX

|. OBIIIME ITOJIOXXKEHUW A


http://www.consultant.ru/

1.1. Hacrosmue IlpaBuna opraHusan XpaHeHHs, KOMIUICKTOBAHHUS, y4eTa M UCIOJIb30BAHUS
IOKyMeHTOB ApxuBHoro ¢onna Poccuiickoir @enepanuu U Apyrux apxXUBHBIX JTOKYMEHTOB B OpraHax
TOCY/IapCTBEHHOM BJIACTH, OPraHaX MECTHOTO CaMOYIIPABIICHUS M OpraHu3alusX (gajee - HaCTOsIINe
[IpaBuia) pazpaboranbl B cooTBeTcTBHM ¢ DeepanbHbiM 3akoHOM OT 22 okTsi0ps 2004 r. N 125-@3
"O6 apxuBHOM gene B Poccwmiickoii ®Penepanmu” (CoOpanue 3akoHomarenbcTBa Poccuiickoit
®eneparun, 2004, N 43, ct. 4169; 2006, N 50, ct. 5280; 2007, N 49, cr. 6079; 2008, N 20, ct. 2253,
2010, N 19, cr. 2291; N 31, cr. 4196; 2013, N 7, cr. 611; 2014, N 40 (u. ), cr. 5320),
nocraHoBienueM IIpaBurensctBa Poccuiickoit ®epeparmu ot 15 wmrons 2009 r. N 477 "O6
yrBepxkaeHun [IpaBun genompousBoacTBa B (efepalbHBIX OpraHax HMCIOJHUTENbHON BiacTH'
(CobOpanne 3akoHomarenscTBa Poccmiickoit ®enepanmu, 2009, N 25, cr. 3060); mnpukazom
MuHucTepcTBa KYJABTYPhI M MacCOBBIX KOMMYyHUKanuil Poccuiickoit @eneparuu ot 18 suBaps 2007 .
N 19 "O6 yrBepxnenun [IpaBui opranu3anuu XpaHeHHs, KOMIUICKTOBAHUS, ydeTa M UCIOJIb30BAHUS
NOoKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepanuu M Jpyrux apXWBHBIX JOKYMEHTOB B
rOCyJapCTBEHHBIX U MYHHULMIAIBHBIX apXUBaX, My3edx M OuOnuorekax, opranuzanusax Poccuiickoit
akanemun Hayk'" (manee - IlpaBuna xpanenus) (3apeructpupoBad Munroctom Poccun 6 mapra 2007
r., peructpauuonHsiii Homep 9059, "BromiereHb HOPMATHBHBIX aKTOB (elepajbHBIX OPraHoOB
ucnojauTeNnbHo Biactd ot 14 wmas 2007 r. N 20"), ¢ u3MeHEHHsIMH, BHECEHHBIMH IPHKA30M
MunucTepcTBa KyJIbTyphbl U MacCOBBIX KOMMYHHKaluil Poccuiickoit ®enepaunn ot 16 despans 2009
r. N 68 (3aperucrpupoBan Munrocrom Poccun 5 mas 2009 r., perucrpanmonssiii Homep 13893,
"Poccwmiickas razera” ot 20 mas 2009 r. N 89), nmpukazom MunkynstTypsl Poccun ot 10 centsiops 2007
r. N 1273 "O6 yrBepxaeHHMH (pOpM YYETHBIX W HHBIX JOKYMEHTOB IO OpraHU3allil XpaHEHHs,
KOMIUIEKTOBAHUS, yU€Ta U UCIOJIb30BaHMs TIOKYMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparu u
JPYTUX AapXWBHBIX JOKYMEHTOB B TOCYAApPCTBEHHbIX M MYHHULUNAIbHBIX apxXuBax, My3edX U
OubnmoTtekax, opranusanusx Poccuiickoit akagemun Hayk" (3aperucrpupoBan Muntoctom Poccun 9
okTs10psa 2007 r., peructpaunonusii Homep 10291, "BromiereHh HOPMAaTUBHBIX aKTOB (pelepambHBIX
OpraHoB HCIIOJHUTEILHOM BiacTu ot 5 HostOps 2007 r. N 45").

1.2. JleiictBue Hactosmux IIpaBuyi He pacnpocTpaHseTCsi Ha OPraHU3aLUI0 XpaHEHUS,
KOMIUIEKTOBAHUS, yUeTa U UCIOJIb30BaHMs IOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit deneparyu u
JPYTUX apXUBHBIX JOKYMEHTOB, COJIEPKAILUX CBEJCHHUS, COCTABIIAIOLINE TOCYAAPCTBEHHYIO TalHY.

1.3. I'ocynapcTBeHHBIE OpraHbl, OPraHbl MECTHOI'O CaMOYIIPABJICHUSI MYHHUIIMIIATBHOTO paiioHa,
TOPOJCKOrO OKpyra M BHYTPUI'OPOJICKOIO pailoHa 00s3aHbl CO3/1aBaTh apXMBbl B LIENAX XpaHEHUS,
KOMIUIEKTOBAaHHUs, y4eTa U UCIOJIb30BaHUs 00pa30BaBIINXCS B MIPOLECCe UX AEATEIbHOCTH apXUBHBIX
JOKYMEHTOB.

1.4. Opranu3anuu BIpaBe CO3/aBaTh apXUBBI B LENAX XpaHEHHUsI 00pa30BaBLIMXCS B Ipoliecce
UX JESITEIbHOCTH ApXUBHBIX JOKYMEHTOB, B TOM 4YHCIE€ B IENIAX XPAaHEHHUS U HUCIOJIb30BAHUS
apXMBHBIX JJOKyMEHTOB, HE OTHOCSIIUXCS K FOCYAapCTBEHHOW WM MYHMIIMIIAIbHOH COOCTBEHHOCTH
<1>.

<1> Yacts 2 crateu 13 denepanpHoro 3akoHa oT 22 okTsa6ps 2004 r. N 125-d3 "O06 apxuBHOM
nene B Poccuiickoit denepanun’.

1.5. 3agaun u dyskuu apxuBa (IEHTPAIbHOTO apXHBa) TOCYJapCTBEHHOrO OpraHa, OpraHa
MECTHOTO CaMOYIPaBJICHUS, OpPraHU3alMUd - HCTOYHUKA KOMIUIEKTOBAHHUS TOCYAapCTBEHHOTO,
MYHHUIMIIAIBHOTO ~ apXuBa  ONPENENSIIOTCS  TMOJIOKEHHEM,  YTBEPKIAEMBIM  PYKOBOJUTEIEM
OpraHu3aIuu.

II. OPTAHM3ALINA XPAHEHUT JIOKYMEHTOB
APXNBHOI'O ®OHJA POCCHUNCKOU ®EJEPALIMN 1 IPYT X APXNBHBIX
JOKYMEHTOB B OPI"TAHU3ALINU

2.1. ,HOKYMCHTBI, o6pa3yfoumec51 B ACATCIBHOCTU OpraHu3anun, COCTABJIAKOT HOKYMGHTaHBHBIfI

dbonp.
2.2. Co3naHue JOKYMEHTAJIBbHOTO ()OHJIA OpPraHM3aIMH OCYIIECTBIIACTCSA IyTeM COCTABJICHUS



HOMEHKJIATYpHhI Jiel, (opMupoBanus U 0OpPMIICHHS /1€l Ha OCHOBE HOPMAaTHBHBIX IPABOBBIX aKTOB
Poccuniickoii @enepanuu, MepeyHed THUIIOBBIX ApPXMBHBIX [JOKYMEHTOB C YKAa3aHHUEM CpPOKOB HX
XpaHEHUs, YTBEPXKJAaeMbIX B COOTBETCTBUU ¢ IyHKTOM 3 cTaThu 6 denepanbHOro 3akoHa oT 22
okTsi0pst 2004 r. N 125-®3 "O6 apxuBHoM gene B Poccuiickoit denepanuu’, u mnepeuneit
JOKYMEHTOB, OOpa3yIOIIMXCsl B TpoIecce NESITeIbHOCTH (eAepalbHBIX OpPraHOB TOCYIAapCTBEHHON
BIIACTH, MHHBIX TIOCYNapCTBEHHBIX opraHoB Poccuiickoinr ®enepanuu, a Takke B IpoLECcCe
JIESTEIbHOCTH NTOJBEIOMCTBEHHBIX UM OpPraHu3alui, C yKa3aHUEM CPOKOB XpaHEHHUS.

2.3. YacTh JOKYMEHTAJIBHOTO (hOH[A, BKIIOYAIONIasi JOKYMEHThl ApXuBHOTO oHa Poccuiickoit
depepanyy, JOKyMEHTHI MO JMYHOMY COCTaBY M JIOKYMEHTHI BpeMeHHBIX (cBbimie 10 net) cpokos
XpaHEHUs!, BKIIOYECHHBIC B YUETHBIC JOKYMEHTBI apXuBa, COCTABJIsET apXUBHBIN (DOH] OpraHU3aIMy,
KOTOPBIN MOAJIEKUT XPAaHEHUIO B apXUBE OpraHU3aI|H.

JlokymeHThI BpeMeHHBIX (110 10 J1eT BKIIIOUNTENhHO) CPOKOB XPAaHEHUS XPAHSTCS B CTPYKTYPHBIX
MOJIPA3JIENIEHNUSAX OpPraHU3alMU U II0 UCTEYEHHHM CPOKOB HX XPAHEHMsI NMOAJIEKAT YHUUTOXKECHHUIO B
HOps/AKe, YCTAHOBJICHHOM B NyHKTax 4.6 - 4.13 nacrosimux [IpaBui.

2.4. Bunamu apXuBHBIX ()OHIOB OpTaHU3AINH SIBIISIOTCS

apXMBHBIN (POHJI OpraHM3allMM, COCTOSIIUI M3 TOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii
®denepanuu U IpYrux apXUBHBIX JOKYMEHTOB;

00beIMHEHHbIM apXuBHBIA (DOHI, cOCTOSAIMMIA M3 00pa30BABLIMXCS B Mpolecce AEATEIbHOCTU
IBYX WM OoJsiee opraHuzaiuii JokymMeHToB ApxuBHoro ¢onna Poccuiickoit denepaunu u apyrux
apXMBHBIX JOKYMEHTOB, MMEIOIIUX MEXIy cOo00i HCTOPUYECKH W/WIM JIOTUYECKH OOYyCIOBIICHHbIE
CBS3H;

apXuBHas KOJUIEKLUS, COCTOSAIIAs W3 OTIENbHBIX apXUBHBIX JOKYMEHTOB Ppa3JInYHOIO
NPOHMCXOXKICHUS, OOBEIMHEHHBIX 110 OJHOMY WM HECKOJbKHM IpHU3HAKaM (TEeMaTHYECKOMY,
aBTOPCKOMY, BUZOBOMY, OOBEKTHOMY).

2.5. ApxuBHOMY (OHAY OpraHuM3alUy IMPUCBAMBAIOTCS HA3BaHUE, COOTBETCTBYIOIIEE
HaMMEHOBAHMIO OPTaHU3aLMH, U HOMED B MOPsIZIKE, ONpeieIeHHOM yHKTOM 3.8 HacToaumx [Ipasuit.

2.6. ApXuBHBIC JOKYMEHTbBI OpPraHU3aI[MH COCTABIISIOT OUH (eMHbIIT) apXUBHBIN (GOH:

JO ¥ TOCJIE pEeopraHu3alud, a TaKKe M3MEHEHHsI CTPYKTYphl, IUTAaTOB, €CIM YyKa3aHHbIE
MEPONPUATHS HE TIOBJIEKIIN 32 COO0M U3MEHEHUS LieNel U MpeMeTa JIeITeIbHOCTH OpraHn3allny;

JI0 ¥ MOCJIE U3MEHEHUS TEPPUTOPUAIIBHBIX TPAHUL] JEATEIBHOCTH OPTaHU3ALNH;

B CJIy4ae CMEHBI yUpeaAUTEIIS.

B caydsae wu3MeHeHHMs COOCTBEHHMKAa MMYILECTBA OpraHU3alMd apXUBHbIE JOKYMEHTBI
OpraHM3aLMK JIOJDKHBI BKIIIOYAThCS B Pa3Hble apXUBHBIE (DOHBI.

2.7. B ciyuae peopranusaiiiiy OpraHu3aliy ¢ nepenaveid GyHKIUi BHOBb CO3/IaHHOM MM MHON
OpraHu3alyyi BCE apXUBHBIE JOKYMEHTHI NIEPENAIOTCA OPraHU3alUU-IIPABOIIPEEMHUKY U BKJIIOUAKOTCS
B apXMBHBIN (OH]I ITOCIICTHEH.

JIOKyMEHTBI IIOCTOSIHHOTO XPAHEHWS U JOKYMEHTBHI 10 JINYHOMY COCTaBY JIMKBHIMPOBAHHBIX
OpraHU3alui TOJDKHBI IEPENABATHCA B YIOPAJOUYEHHOM COCTOSIHUU HA XpaHEHHWE B COOTBETCTBYIOLINI
rOCYIapCTBEHHBIN (MyHUIMIIAbHBIH) apXUB.

2.8. XpOoHOJIOTHYECKUMH TPaHUIIAMHU apXUBHOTO (POH/IA SABISAIOTCS <1>:

<1> [Toanynkr 2.8.6 mynkra 2.8 [IpaBui XpaHeHHs.

JUTSL apXUBHOTO (JOHJIa OpTraHM3aIluy - YCTAaHABIMBAEMbIe HA OCHOBE HOPMATHBHBIX aKTOB JIAThI
CO3/IaHWsS M JHMKBWJAIMA OpraHu3anud. [Ipy HaJIMYMKM HECKOJBKMX aKTOB 00 00pa3oBaHUH
OpraHu3aIui TPUHUMAETCS JaTa Hanboee paHHero U3 HUX;

IS 0O0BEAMHEHHOTO apXMBHOTO (POHIA OpraHW3allMM - JaThl CO3JaHUs HamOoJsiee paHHEH H
JUKBUJAIIMM HanOojiee TO37HEH 1O BPEMEHH ICATEIHbHOCTH OPraHW3allid, JOKYMEHTBI KOTOPOM
BOIIUTH B COCTaB 00OBbEIMHEHHOTO apXUBHOTO (OHA;

JUTSI apXUBHOM KOJUICKITUY - AaThl CAMOTO PAHHETO W CaMOTO MO3HETO JTOKYMEHTA.

2.9. ApxXuBHBIC JOKYMEHTHI JIOJDKHBI XpPaHUTHCS B CUCTEMATH3UPOBAHHOM IOPSIKE B Mpeesiax
apxuBHoro ¢onma. Egununeir cucremaTuzanuy JIOKYMEHTOB apXWBHOro (¢OHIA B apXuBe
OpraHM3aIlui  SBJISICTCS COBOKYITHOCTb AapXHMBHBIX JIOKYMEHTOB WJIM OTACIBbHBIA JIOKYMEHT,
OTHOCSIIUECS K OJTHOMY BOIIPOCY JEATEIbHOCTH OPraHu3aIiy (1ajaee - e JMHHUIA XPAHCHHS).



2.10. EnuHuIel XpaHeHHst JOJHKHBI OBITh CHCTEMAaTU3UPOBAHbBI, BHECEHBI B OMUCH U 0(OPMIICHBI
B MOPsIJIKE, 00ECIIEYNBAIOIIEM YYET, TIOMCK U UCTIOIh30BAHUE APXUBHBIX TOKYMEHTOB.

2.11. EnuHunsl XpaHeHHWs apXuBHOro (HOHAA CHCTEMATU3UPYIOTCS B COOTBETCTBUU CO
CJEIYIOIUMHU MTPU3HAKAMHU:

CTPYKTYpHBIN (MPUHAIJICKHOCTh CIAMHHUI] XPAHEGHUS K CTPYKTYPHBIM MOJApa3ACICHUSIM
OpraHU3aIUH);

XpoHOoJIornYeckuii (1o meproaaM WK AaTtaM, K KOTOPBIM OTHOCSTCS €JMHUIIbI XPAaHCHUS);

(bYHKIIMOHATBHBIN, OTpPAcIeBOM, TEMaTHYECKHW, MPEIMETHO-BOIPOCHBIN (C ydeToMm (yHKIUi
OpraHu3alluK, TEM UK BOTIPOCOB, KOTOPBIX KACACTCSI COJICPIKAHUE SAMHUI XPAHCHUS);

HOMMHAJIbHBIH (TI0 JIeJI0NPOU3BOICTBEHHOHN (OopMeE - BUJIAM U Pa3HOBUIHOCTSM JOKYMEHTOB);

KOppECTOHIEHTCKHI (0 OpraHU3alusaM, B pe3yJbTaTe MEPEMUCKH C KOTOPHIMU 00pa30BajIMCh
CIMHULIBI XPAHCHUS);

reorpaduueckuii (B COOTBETCTBUU C ONPEACICHHBIMH TEPPUTOPUSIMHU, HACEICHHBIMU TYHKTAMU
U IpYruMu reorpaduvyeckKuMu 0OBEKTaMH, ¢ KOTOPBIMH CBSI3aHO COJIEp)KaHUE JOKYMEHTOB, aBTOPBHI,
KOPPECIIOH/ICHTHI);

aBTOPCKHUM (MO0 Ha3BaHMUSAM OpraHM3alui Win (QaMHIUSAM TPaXIaH, SBISIONUXCS aBTOpPaMHU
JIOKYMEHTOB).

2.12. JloxyMeHTHI, BOIIEJIINE B OOBEAMHEHHBIH apXUBHBIH (HOHI, pacroyaraloTcs o
3HauYuMocTU POHI000pa3oBaTese, IO XPOHOJIOTHU CO3/IaHUsl IOKYMEHTOB, 10 aji(aBUTy Ha3BaHUU U
IpyruM mnpuszHakam. B mpepenax kaxmoro (oHma, BOIIEAIIET0 B OOBEIMHEHHBIM apXUBHBIN (OHI,
NPUMEHSIOTCS  MPUHIUIBI  CHUCTEMAaTH3allid, BBIOOP KOTOPBIX  OMpPENENSIeTCd  XapaKTepoM
JESITEIIbHOCTH KOHKPETHBIX OPraHU3aIHii, COCTaBOM U 00HEMOM JOKYMEHTOB.

2.13. CucremaTtu3zanus JOKYMEHTOB apXUBHON KOJIIEKIIUU OTIPEEINIAETCS TEMAaTUKOW U COCTaBOM
JOKYMEHTOB.

2.14. CoxpaHHOCTH JOKYMEHTOB B apXHBE OpraHu3allid OOECHeurnBaeTCs KOMILIEKCOM
MEPOIPHUATHI 10 CO3JaHUI0 HOPMATUBHBIX YCIOBUN, COONIOJIEHHWI0O HOPMATUBHBIX PEKUMOB H
HaJNeKAlled OpraHu3alid XpaHeHHs JOKYMEHTOB, MWCKIIOYAIONIMX XUIIEHHEe U YTparty u
obecneynBaronuX NoepKaHle B HOPMaTbHOM (PU3MUECKOM COCTOSTHUH.

B xommiekc paboT MO 0O0ecneyeHHI0 COXPaHHOCTH JOKYMEHTOB apXuWBa OpraHu3aluu
BKJIFOYAIOTCA .

MPEeIOCTaBJICHNE IOMEIIECHUS 7Sl pa3MEeIeHHUs! apXUBHBIX TOKYMEHTOB;

obecreyeHre HOPMaTUBHBIX YCIOBHI XpaHEHUsI JOKYMEHTOB;

BBITIOJTHEHHE TPEOOBAaHUHN K Pa3MEILICHUIO TOKYMEHTOB B apXHUBOXPAHUJIHILIE;

MPOBEPKA HATMYUS U COCTOSIHUS TOKYMEHTOB.

2.15. ObecrnieyeHre HOPMATUBHBIX YCIOBUHM XpaHEHUS JOKYMEHTOB BKITIOYAET:

OCHAII[EHUE APXUBOXPAHUIIUII CIICIIUAIBHBIM 000PYAOBaHUEM IS XpaHEHUSI JOKYMEHTOB,;

o0opyzoBaHNUE TIOMEIICHHs] apXyWBa OPraHU3AlMHM CPEICTBAMH IOXAPOTYIICHUS, OXPAHHOU H
MOYKapHOM CUTHAJIU3AIIUEH;

COOJII0/ICHHE TMTPOTHUBOTIOKAPHOTO PEKUMA,;

COOJTIO/ICHHE OXPAHHOTO PEKUMA;

CO3/IaHNe HOPMATHBHBIX TEMIIEPATYPHO-BIAKHOCTHOTO, CBETOBOT'O PEXUMOB, IPOBEICHHE
CaHUTAPHO-TUTUEHUYECKUX MEPOIIPHUATHH.

2.16. ApxHB OpraHU3aIlM¥ Pa3MeEIIaeTcs B CICIHAIBHO MOCTPOSHHBIX WM MPUCIIOCOOIEHHBIX
JUTSI XpaHEHUsT TOKYMEHTOB 3/IaHUSIX WJIH B OTICIBHBIX TTOMEIICHUSX 3aHusI.

B apxuBe opranmu3anuu J0JKHBI OBITH TPETYCMOTPEHBI.

ApPXUBOXPAHMIIHIIIC;

MOMEINICHUE JIJIs TPUEMa, BpEMEHHOTO XpaHEeHUS IOKYMEHTOB;

MIOMEIIEHHE TS UCIIOJIb30BaHUs JOKYMEHTOB (YMTaIbHBIN 3aj, y4aCTOK BBIAa4YHM JOKYMEHTOB M
UHGOPMAIMOHHO-TOMCKOBBIX CPEJICTB);

paboune KOMHATBI COTPYTHUKOB apXHUBa OpraHU3aIMK, KOTOPHIE JOJKHBI OBITh U30JUPOBAHBI OT
MIOMENICHUH, TJIe XPaHSATCS apXUBHBIC TOKYMEHTHI.

He monyckaeTcs pa3melieHue apXxuBa OpraHu3aliy B MOJBAJLHBIX U YEPIaYyHbIX TTOMEIICHUSX.

2.17. ApxwBOXpaHWJHUIIE AOHKHO OBITh YHAJICHO OT JabopaTOpHBIX, IMPOM3BOACTBEHHBIX,
OBITOBBIX TMOMEIICHWH W HE UMETh OOIMMX C HUMHU BEHTHJISIIIMOHHBIX KaHAJIOB. APXHBOXPaHUIIUIIE



OTHENSAETCS OT COCEAHMUX IMOMEIIEHHH HECrOpaeMbIMH CTEHAMU M TEPEKPBITUSAMHU C MperesamH
OTHECTOMKOCTM HE MEHee JBYyX YacoB. B apXuBoxXpaHWIWIIE HE JOIMYyCKAaeTcs MNpOKIaiKa Tpyo
BOJIOCHAO)KEHHUS M KaHAJIM3alU1, TEXHOJIOTUYECKHUE HIIH OBITOBBIEC BBIBOJIBI BOJIBI.

2.18. Ilpu pa3MelieHUH apXUBOXPAHWIWIIA B CIEUUATBHOM WM HPUCIOCOOJICHHOM 3JaHHU
npeanouTeHue (MpU paBHBIX TEIUIOBBIX XapaKTEPHCTUKAX) OTAACTCS IOMEIICHHSIM C CEBEpHOM
OPUEHTALUEN OKOH.

Marepuansl MOKPBITHS CTEH, IOJIOB, MOTOJIKOB, BHYTPEHHEH apMaTypbl apXWBOXPaHWIMIIA,
IPUMEHSIEMbIC TPU M3TOTOBJICHUU OOOPYAOBAHUS U CPEICTB XpaHEHHs] apXUBHBIX JTOKYMEHTOB, HE
JOJKHBI BBIJICJIATH arpeCCUBHBIE XUMUYECKHE BEIIECTBA U OBITh HCTOYHUKOM TBUIH.

2.19. ApxuBOXpaHHWIHILE JODKHO HMMETh €CTECTBEHHYIO WJIM HMCKYCCTBEHHYIO BEHTUJISALMIO,
00eCreynBaroIlyl0 PEUUPKYIISIIHNI0O BO3AyXa, CTAOMIBHOCTh TEMIIEPaTypHO-BIAKHOCTHOTO DPEXHMMA,
OYHUCTKY BO3/[yXa OT IBLIM U arpeCCUBHBIX MPUMECEH, a Tak)Ke OTBeYaTh COBPEMEHHBIM TPeOOBAHUSAM
KOMIAKTHOCTH U SKOHOMUYHOCTH.

ApPXUBOXpaHWINILIE TOJHDKHO UMETh BBIXObI K TU(PTaM U JIECTHUYHBIM KJIETKaM.

2.20. ApxuBoxpaHmiuma (32 HCKIIOYEHHUEM apXMBOXPAHHIIUIL, pacHOJararoluxcs Ha
OXpaHsIeMOW TEPPUTOPHH) OOOPYAYIOTCS IBEPSMH C TOBBIIICHHOHW TEXHHYECKON YKPEIIEHHOCTBIO
IIPOTUB BO3MOXHOT'O B3JIOMa, OCHAIIIEHHBIMU 3aMKaMU MOBBIIIIEHHOW CEKpeTHOCTH. OKHA MOMEICHU I
MEPBOTO 3TaXKa JOJDKHBI ObITH 000PYOBAHBI 3aMUPAIOLIMMHUCA perieTkaMu <1>.

<1> [Moanynkter 2.11.1.1 - 2.11.1.2 nynkra 2.11 IIpaBun xpaHeHwus.

2.21. Bce nmocTynamomme B < apXUB  OpPraHM3allMd  JOKYMEHTBl — pa3MeEmIaloTcs B
apXMBOXPAHUIIUIIAX HA CTAMOHAPHBIX W/HWIM TEPEIBMKHBIX METAUIMYECKUX CTeJUlakax, B
METAITNYECKHX IKadax Uil KOHTeHHepax.

Crennaxu JOKHBI OBITH YCTAHOBIICHBI IEPIICHIUKYISIPHO CTEHAM C OKOHHBIMH MIpOE€MaMHu, a B
MoMeIeHnu 0e3 OKOH - ¢ y4eToM ocoOeHHocTel momenleHuss u obopynoBanus. He momyckaercs
pa3MelieHre cTeiaXel BINIOTHYIO K HApY)KHBIM CTEHaM 3/IaHUS U K UCTOYHHKAM TerlIa.

PaccranoBka cremmaxeil W mKaoOB OCYIIECTBISETCS B COOTBETCTBUU CO CIEAYIOUIMMH
TpeOOBaHUAMMU:

paccTosTHUE MEXTy psAAaMu cTeliaxei (rraBHbIi mpoxon) - He Menee 120 cwm;

paccrosiHue (MPoXo.1) MEXIY CTeIUIAKaMH - He MeHee 75 ¢M;

paccTosiHie MEX]ly Hapy)KHOM CTEHOH 37]aHUs U CTeJUIaXKaMU, MMapaJlIelIbHBIMHU CTEHE - HE MECHEe
75 cM™;

pacCcTosHUE MEX Ty CTEHON M TOPIIOM cTelutaxa win mkada (006xon) - He MeHee 45 cMm;

paccTosHiEe MEXAy MOJOM M HIDKHEH moyiko# cremnaxka (mkada) - He menee 15 cm, B
LIOKOJIBHBIX 3Ta)kax - He MeHee 30 cm <1>.

<1> [Toanynkt 2.11.3 mynkTa 2.11 IIpaBui xpaHeHusl.

2.22. TIpoTUBOMOKAPHBII pEXUM B 3IaHUAX, TJIE pa3MEIIAeTCs apXWB OpPraHMU3alUd, W B
ApXMBOXPAHHUIIUINAX YCTAHABIUBACTCS B COOTBETCTBUU C HOPMATHBHBIMH MPAaBOBBIMH aKTaMH
Poccuiickoii @eneparuu B 00J1acTH MOXKApHOK 0€30TIACHOCTH.

2.23. OxpaHHBI pexxuM oOecreyuBaeTcsl MyTeM OOOpYIOBaHUS APXUBOXPAHWIIMUI, a TaKke
NPYTUX MOMEIICHHUH, TJIe TIOCTOSHHO WJIM BPEMEHHO XPAHATCS apXUBHBIC JOKYMEHTBI, CPEICTBAMU
OXpaHbl, O00ECICYMBAIONIMMHA KOHTPOJb JOCTYIAa B ApXMBOXPAHUJIMIIE W TIOMEIICHHS apXwWBa, U
COOJIO/ICHHEM TOpsJIKA CIIA4M TOJI OXPaHY M CHSTHS C OXPaHbI, YCTAHOBJICHHOTO PYKOBOJUTEIIEM
OpraHU3aIUH.

B cnyyae BbIZauM apXWBHBIX JOKYMEHTOB BO BPEMEHHOE IIOJIb30BAaHHE [0 3ampocam
TOCYJapCTBEHHBIX OPTI'aHOB, OPTAaHOB MECTHOTO CaMOYIIPABJICHUS M OPraHHM3alUi BBIHOC M3 3IaHUS
apXWBa WM 3JaHUS OpPraHU3allMd ApXWBHBIX JOKYMEHTOB pa3pemiacTcs TOJBKO IO CHEIHaTbHBIM
IPOITYCKaM.

2.24. ApXuBHBIC JJOKYMEHTBI CIICyeT XpaHUTh B TEMHOTE.

Bce Bumpl paboT ¢ JOKyMEHTaMH JOJDKHBI POBOJUTHCS TMPH OTPAHUYCHHBIX —HIIH
TEXHOJIOTUYECKHA HEOOXOIUMBIX YPOBHSX OCBEIICHUSI.



3ammra JOKYMEHTOB OT JICHCTBUS CBETa 00ECIeUMBAETCs XpaHEHUEM JOKYMEHTOB B KOpOOKax,
narnkax | rnepervierax, B mkadax Uil Ha CTeJUIaKax 3aKphITOTO THIIA.

EctecTBeHHOE OCBelIEHHE B AapXMBOXPAHWIUIIE JONMYCKAeTCS NPU YCIOBUM NPUMEHEHHS Ha
OKHaX CBETOpAcCeUBaTeNeH, 3alUTHBIX (PMIIBTPOB, IITOP, KAJIO3H, HAHECEHHBIX HA CTEKJIO MOKPHITHUH.
JUIs MCKYCCTBEHHOTO OCBEILEHHS NPUMEHSIOTCS JIaMIIbl HAaKaJMBAaHUS B 3aKPHITHIX IUIaOHAX C
IJ1aJKOM MMOBEPXHOCTHIO.

YpoBeHb OCBEIIEHHOCTH B JMana30HE BHJAMMOTO CHEKTpa HE JIOJDKeH NpPEeBBIIATh. Ha
BEPTUKAJIBHON MOBEPXHOCTU CTeJUIaXka, Ha BBICOTE OJHOro Merpa oT moma - 20 - 50 mrokcos, Ha
pabounx cronax - 100 iroxcoB <1>.

<1> [Moanynkr 2.11.2.4 nynkra 2.11 IIpaBui xpaHeHwUs.

2.25. B apxuBoXpaHWIMILE [UIi XpaHEHHUS JOKYMEHTOB YCTAHABJIMBAIOTCS CJEAyIOIIne
napaMeTpsl TEMIIEPaTypHO-BIaKHOCTHOTO pexuma: <1>

<1> [Moanynkr 2.11.2.3 nynkra 2.11 IIpaBun xpaHeHwUs.

JUIS XpaHEHUs! TOKYMEHTOB Ha OyMa)KHOM HocuTene - Temnepatypa 17 - 19 °C, otHocuTensHas
BIQKHOCTH Bo3ayxa - 50 - 55%);

JUTsI TOKyMEHTOB HAa MAarHUTHBIX JIUCKAX M TUCKOBBIX HakomuTensx - 8 - 18 °C u 45 - 65%;

JUTsI TOKyMEHTOB Ha onTuyeckux auckax - 10 - 23 °C u 20 - 50%;

JUIsl JOKYMEHTOB Ha KHHOIIJICHKE:

C HUTPOOCHOBOH - uepHO-Oeinbie: Temneparypa He Boime 10 °C, uBeTHbIe: TemIepaTypa He BbILIe
-5 °C;

¢ 0e3omacHOl OCHOBOM - YepHO-Oenbie: TeMmrneparypa He Boiie 15 °C, niBeTHble: TeMiepaTypa He
BhItIe -5 °C;

1 (POTOTOKYMEHTOB:

4yepHOo-0OeJble - Temneparypa He Boime 15 °C;

[[BETHBIE - TEMIIEpaTypa He BbiwIe -5 °C.

OTHOCHUTENbHAS BIAXKHOCTh BO3/lyXa, HEOOXOAUMas JJIsl XpaHEHHs JOKYMEHTOB Ha KUHOIUIEHKE
u ¢poTtoaokymMeHTOB, cocTaBiseT 40 - 50%.

2.26. B apxuBOXpaHWIMIIE C HEPETYIUPYEMbIM KIMMAaTOM JOJDKHBI OCYILECTBJISATHCS
MEPOTPHUATHS TI0 ONTHMH3AINN TEMIIEPATYPHO-BIAYKHOCTHOTO PEKUMA C TPUMEHEHHEM OTOIUICHUS U
NIPOBETPUBAHUSI TOMEIICHHUH, a TAKXKE MEXaHUYECKUX CPEICTB YBJIKHEHHS WM OCYIICHUS BO3IyXa.
Pe3kue kosneOanus (CE30HHBIC U B TEUEHUE OTHHUX CYTOK) Temreparypbl (+/- 5 °C) u oTHOCHTENbHON
BIIaXXHOCTH Bo3ayxa (+/- 10%) He momyckaroTcs.

ITpy ATUTENBHOM HAPYIICHUH TEMIIEPATYPHO-BIXHOCTHOTO pekuma (0T 3 CyTok u Oosee),
COTIPOBOK/IAFOIIIEMCS TIOBBIIIIEHUEM OTHOCUTEIILHOU BlIaYKHOCTH Bo3xyxa j0 70 - 90%, npuHuUMaroTCs
MEpbI TI0 €ro HopMaIu3auy (MHTEHCHBHOE TIPOBETPUBAHKE, OCYIIICHUE apXUBOXPAHUIIUIIA).

TemreparypHO-BIOKHOCTHBIA PEXHM KOHTPOJUPYETCS IYyTEM PEryISIpHOTO HM3MEPCHHUS
TEMIepaTypbl ¥ OTHOCHTEIBHONW BJIKHOCTH KOMHATHOTO W HApY)KHOTO BO3JyXa B OJHO U TO XK€
BpEeMsi: B KOHJIUIIMOHUPYEMBIX MMOMEIICHUAX - HE peke 1 pa3a B Helenwo; B apXUBOXPAHMIIUINAX, HE
OCHAIIICHHBIX CUCTEMOW KOHIMIIMOHUPOBAHUS BO3/IyXa - 2 pa3a B HEJIENIO; IPU HAPYIICHHUIX PeXUMA -
1 pa3 B cyTKH.

[Toka3zaHusI KOHTPOJILHO-U3MEPUTEIIBHBIX MPHOOPOB (DUKCHPYIOTCS B  PETUCTPAIIMOHHBIX
KypHajax, B KOTOPhIX TAaKXKe OTPaKaloTCsl MPOBEPKa MPABUIBHOCTH TMOKa3aHUN MPHOOPOB M MEPHI,
MIPUHATHIC TI0 HOPMATU3AIMH TEMIIEPATyPHO-BIAKHOCTHOTO PEXKMMA B CIIydasX €ro HapyIICHUs.

[lpy Hamuuuu B 3JaHUM apXWBa IEHTPAJIM30BAHHOW CHCTEMBI OO0ECHCUCHHS COOJIOICHHS
TEMIIEPaTYPHO-BIQA)KHOCTHOTO PEXHMMa B TOMEIICHUSX, I/Ie XPaHATCS JOKYMEHTBI, KOHTPOJb 32 €ro
COOJIFOJICHHEM OCYIIECTBISICTCS B aBTOMAaTHYECKOM PEKUME.

2.27. TlomemeHusl apXuBa OpraHHW3alMU JOJDKHBI COACPKATHCS B YUCTOTE, B YCIOBUSX,
UCKJTIOYAIOIIUX BO3MOXKHOCTh TOSIBJICHHS IICCEHH, TPHI3YHOB, HACEKOMBIX, MBUIH. B TOMemeHusx
apXMBOXPAHWJIUIL JOJDKHA OBITH oOOecrieyeHa CBOOOIHAs IHMPKYISIUS BO3IyXa, HCKIIOYAOIIast
00pa3oBaHue HEMPOBETPHUBACMBIX 30H, OMIACHBIX B CAHUTAPHO-OMOJIOTHYECKOM OTHOIIICHUH.



B nomenieHusIx apXuBOXpaHIIUIIL HEOOX0IUMO:

MIPOBOJUTH CHCTEMATHUECKYIO BIOKHYIO YOOPKY;

HE peXe OJHOTO pasza B ToJ MPOBOAUTH OOECIBUIMBAHHE KOPOOOK C JOKYMEHTamH, IIKa(doB,
CcTeJUIaXKeH,

oOpabaTeiBaTh I[OKOJBHBIC YACTH CTEIUIQXKEH, IOJbl, IUIMHTYCHI, MOJOKOHHUKH BOJHBIMH
pacTBOpaMu aHTHCENITUKOB.

2.28. JlBa pa3a B ron (B Havajie M MO OKOHYAHHUU OTOIMTEIHHOTO CE30HA) JOKYMEHTHI U
MOMEIIEHUsT aPXUBOXPAHWIHUII TOJBEPraloTcs OOCIEIOBAHUIO IS CBOCBPEMEHHOTO OOHApYKEHUS
HACEKOMBIX M TuieceHU. [Ipu oOHapyKeHWH OMOJOTHYECKHX BPEAUTEICH MPUHUMAIOTCS CPOYHBIC
MepBI MO Ne3MH(EKIUU U JC3UHCEKIIMU JOKYMEHTOB U MOMEIIEHUI cuiaMu pabOTHHKOB apXuBa, a
MIPH HEOOXOIUMOCTH - CUJIAMU COOTBETCTBYIOILIUX CITYXkO.

2.29. B apXuBOXpaHWIHUIIE 3amperiaeTcs HAXOMUThCS B BEPXHEH OAEKIE, MOKPOH M Tps3HOU
0o0yBH, XpaHHUTh TOCTOPOHHHE MPEIMETHl, UMYIIECTBO M 0OOpyIOBaHUE, YMOTPEOISATh MUIIECBBIC
MPOTYKTHI.

2.30. O06s13aTeNIbHBIME YCIIOBUSIMH XPaHEHUS JIEKTPOHHBIX JOKYMEHTOB SBIISIFOTCS:

HAJIM4YMEe B apXWBE OpraHM3allid HE MEHee IBYX OSK3EMIUIIPOB KaXKIAOW E€IWHUIIBI XpaHEHUs
DJIEKTPOHHBIX JTIOKYMEHTOB (OCHOBHOW W Pa0OuMii SK3EMIUISPBI JOJDKHBI HAXOJMUTHCS HAa Pa3HBIX
(bU3NUECKUX YCTPOUCTBAX);

HAJIMYUE TEXHUYECKHX U TMPOTPaAMMHBIX CPEACTB, MpPEJHA3HAYECHHBIX JUISI BOCIIPOU3BEACHHUS,
KOMUPOBAHUSA, MEPE3almuCH SJICKTPOHHBIX JIOKYMEHTOB, KOHTPOJS (U3UYECKOTO M TEXHHYECKOTO
COCTOSIHMS;

obecrieyeHne pexuMa XpPAaHEHUS JJIEKTPOHHBIX JOKYMEHTOB, HCKIIOYAIOIIET0 yTpary,
HECaHKI[MOHHPOBAHHYIO PACCHUIKY, YHUUTOKEHUE HIIM UCKaXKEHUE HH(DOpMALIHH.

2.31. Tlepenaya TEKCTOBBIX SJEKTPOHHBIX TOKYMEHTOB [UIsl XPAaHEHUS B apXUB OpraHU3allvy,
SBIAIOIICHCS HCTOYHUKOM KOMIUIEKTOBAaHUS TOCYIApPCTBEHHOTO M MYHUIIMIAIBHOTO apXuBa,
ocymectnisiercs B hopmate PDF/A.

2.32. B nensx obecrieueHus XpaHEHHs, yuyeTa M HCIOJB30BaHUS JJIEKTPOHHBIX JTOKYMEHTOB,
HAXOJAIIMUXCS HA XpaHEHUH B apXHBE OpraHU3AIlUMH, JOJHKHO MPOU3BOIUTHCS CUHXPOHHOE U3MEHEHHE
POrpaMMHO-AINapaTHON Cpeibl B OPraHU3allMi M B apXWBE OPraHH3allid, a TaKKe CBOCBPEMCHHAs
Nepe3anuch JICKTPOHHBIX APXUBHBIX JOKYMEHTOB Ha HOBBIC HOCUTEIN U B HOBBIC (DOpMATHI.

B mporiecce XxpaHeHus NIEKTPOHHBIX JJOKYMEHTOB B apXUBE OpPraHU3aIK HE Peke OJTHOTO pa3a B
5 JIeT TPOW3BOIMTCS TEXHUYECKUH KOHTPOJIb (PH3MUECKOTO COCTOSIHUSI HOCHUTENEH 3JICKTPOHHBIX
JOKYMEHTOB ¥ BOCIPOHM3BOIUMOCTH IEKTPOHHBIX TIOKYMEHTOB.

B ciaywae ecnu mpH OCYIIECTBICHHM TEXHUYECKOTO KOHTPOJSI YCTAHOBIICHBI W3MCHCHHSI
(U3UYECKOTO COCTOSHUSI HOCHTENEH SJIEKTPOHHBIX JOKYMEHTOB, apXHB OPraHW3allMU MO PEIICHUIO
PYKOBOJIUTEIISI OpTaHHU3alUU JIOJDKEH MPOBOJAUTH PabOTy MO TEpe3anich JICKTPOHHBIX JOKYMEHTOB
Ha HOBBIC HOCHUTEIIH.

[Ipu w3meHeHun ¢GopmaroB B pe3ylibTare MpeoOpa30BaHUs MPOrPaMMHO-AMIAPATHOW CpPEbl,
YXYIIIEHUSI BOCHPOU3BOJMUMOCTH JJICKTPOHHBIX JIOKYMEHTOB apXHB OpraHM3allid MO0 PEHICHUIO
PYKOBOJIUTEIIS OpTraHU3aIUU JIOJDKEH MPOBOJIUTH pabOTy MO MEPE3aruCcH AIEKTPOHHBIX TOKYMEHTOB B
HOBBIE (JOPMATHI.

[lpu ocymiecTBIEHUH Tepe3anucu J0DKHA OBITh 00ecreueHa ayTeHTHYHOCTh, IMOJHOTA,
JIOCTOBEPHOCTh, IIEJIOCTHOCTh W HEU3MEHHOCTh WHQGOpPMAIIMU, COJCPKAIICHCS B DIIEKTPOHHBIX
JOKYMEHTaX.

TekcToBbIe AIIEKTPOHHBIE TOKYMEHTHI, MOJIBEPTIINECs MEePe3anucy B HOBbIE ()OPMATHI W/MIIN HA
HOBBIC HOCHTENH, IOJDKHBI OTBEYaTh TPEOOBAHUSM, YCTAHOBJICHHBIM NyHKTOM 2.31 HacTosmmx
[IpaBum.

2.33. [lyi1 omepaTUBHOTO JOCTYNA K DJIEKTPOHHBIM TOKYMEHTaM B CIIPABOYHBIX M MOMCKOBBIX
IEJISX B apXHBE CO37aeTCsl (POH/I MOJIb30BAHMS AJICKTPOHHBIX JOKYMEHTOB.

2.34. Bce nmocrynamomue B apXMB  OpraHW3alMd  JTOKYMEHTBI  pa3MENIaloTCs B
apXMBOXPAHWJIMINAX HA CTEUIAKaX I B IKadax B MOPSIKE, COOTBETCTBYIOUIEM OIUCSAM JIE,
JOKYMEHTOB. JIOKyMEHTBI, TEeMIIEPaTypHO-BIAKHOCTHBIA PEKUM XpaHEHHUs] KOTOPBIX pa3JIM4EH,
JIOJDKHBI Pa3MeIaThes B Pa3HbIX apXUBOXPAHUIIHIIAX.

2.35. Jloxymentsl ApxuBHoro (ouaa Poccuiickoit denepariuu v Ipyrue apXuBHBIC JOKYMEHTBI



JOJDKHBI XpaHUTHCS B KOpOOKax MIIM Tankax, M3TOTOBJICHHBIX M3 O€3BpEAHBIX A JOKYMEHTOB
MaTepHaJIoB.

DJEeKTPOHHBIE JOKYMEHTHI Ha (PU3NUYECKH 000COOICHHBIX HOCUTEIISAX Pa3MEIIAlOTCs OTACTBHO OT
JIPYrux JOKYMEHTOB.

Ha xopoOku npuKIeHBarOTCA APIBIKH, HA KOTOPHIX YKa3bIBAIOTCS: HOMEP (HOHIA, HOMEP OIUCH U
KpaiiHue HoMepa JeJl, pa3MEelLeHHbIX B JaHHOW KOpOoOKe.

[Topsimok pasMmelieHHs YCTaHAaBJIMBACTCS B 3aBHCUMOCTH OT PACCTOSHUS MEXIY IOJKaMH,
(U3MYECKOTO COCTOSIHUS JIeJ, a TAaKXkKe OT TBEPIOCTH WM MIATKOCTH meperuiera. [lena, umeromue
TBEPJIbIN TMEPEIIeT, YCTAHABINBAIOTCA BEPTUKAIBHO,; C MATKUM MEPEIJICTOM WM HelepereTeHHbIE -
TOPU30HTAIBHO.

KopoOxu He 10JIKHBI BBICTYATh 32 MPEeNbl MOJIOK CTeITaXKeH.

He nomyckaercs XpaHeHHE JIOKYMEHTOB B TpPAaHCIOPTHOW Tape, B INTa0ensX, Ha IOy,
MOJIOKOHHUKAX, JIECCTHUYHBIX IJIOLIA/IKaX U APYrUX HE MpeAHA3HAYCHHBIX Ul XpaHEHHs JOKYMEHTOB
MecTax.

2.36. Bce nmomereHust apxuBa OpraHu3allly, a TaKkKe CTeJUIaKH, MKadbl, KOHTEHHEPHI, MOJKU
HyMepytoTcs. Cremnaxu, mkapbsl U1 KOHTEHHEPHl HYMEPYIOTCS B KaKJIOM apXMBOXpPAHMIIUILE CleBa
HaMpaBo OT BXOJHOM JIBEPH, a TMOJIKH Ha CTEJUIAaXax - 10 IIKadaM cBepXy BHM3, CJIeBa HAMPaBo.

2.37. B nensx onpeneseHuss MECTa XpaHEHUs JOKYMEHTOB B apXMBOXPAHWJIMILE COCTAaBIISIOTCS
TornorpaduecKue ykasarenu: mocreiviaxuble (mpuiokenue N 1), a npu OONBIIOM KOJMYECTBE
¢doHI0B - mopouaoBkIe (puioxenue N 2).

2.38. I3MeHeHus, NPOUCXOIALIME B Pa3MELICHUU JIOKYMEHTOB, JOJDKHBI CBOEBPEMEHHO
OTpa)kaThCs B TONMOrpapUUECKUX yKazaTelsx.

2.39. B xo1e MpoBEpKHU HAJIUYUSA U COCTOSIHUSA apXUBHBIX JOKYMEHTOB B apXUBE OpraHU3aluu:

ycTaHaBluBaeTcsl (PakTUYecKoe Haluyue eIWHUI] XPaHEHUsT M COOTBETCTBHE YYETHBIM
JIOKYMEHTaM,

BBISIBJISIIOTCSL M YCTPAHSAIOTCS] HEJIOCTATKU B yU€Te JIOKYMEHTOB;

BBISIBJIIIOTCS OTCYTCTBYIOIINE JOKYMEHTBI U OPTaHU3YyEeTCs PO3BICK;

BBISIBJIIIOTCS. M YUUTHIBAIOTCS ~ JOKYMEHTBI, TpeOyromue npopMIaKTHYeCKON  u/uiu
pecTaBpaliOHHO-MIPOpUIAKTHIECKONH 00pabOTKH.

BoIsBIsitOTCS M yYUTHIBAIOTCS NIEKTPOHHBIE JOKYMEHTHI, TpeOYIOUIUe Mepe3anich Ha HOBBIE
9JIEKTPOHHBIE HOCUTENH, MPOBOJUTCS KOHTPOIb (PU3UYECKOTO0 M TEXHHYECKOTO COCTOSHHS €IMHMIL
XpaHEHUS!, OCYILIECTBIISETCS MPOBEPKA Ha HATMYKE BPETOHOCHBIX KOMIIBIOTEPHBIX MPOTPAMM.

2.40. IIpoBepka HanMM4usl U COCTOSHUS JOKYMEHTOB Ha OyMa)XHBIX HOCHUTENSIX MPOBOJUTCS B
apXuBe OpPraHU3alMi KOMUCCHEH WM HE MEHee 4eM AByMs pabOTHHKaMHU HE pexke ogHoro pasza B 10
JIeT, SIEKTPOHHBIX TOKYMEHTOB - HE PEKE OJIHOTO pasa B 5 IeT.

2.41. Ilpu nmpoBepKe HANMYUS U COCTOSIHUS JOKYMEHTOB B apXHBE OPraHU3alMi HEOOX0UMO:

COXPaHATH MOPSAOK PACIOJIOKEHHUS JOKYMEHTOB Ha CTelUlakax, B IKadax U KOHTEHHEpax B
COOTBETCTBUU C TomorpaduveckumMu ykazateasiMu. [Ipy u3sMeHeHuH pacroyioKeHus Aell He0O0X0AUMO
CBOEBPEMEHHO JIeTIaTh COOTBETCTBYIOIINE 3aMMCH B TOMOTpaUIECKUX yKazaTemsx;

MOMeEIaTh Ha MECTa HaJJIeXkallero XpaHeHusi 0OHapyKeHHbIE BO BpeMs IMPOBEPKU HETPABUIHHO
pa3MelIeHHbIe €AMHULIBI XPAHEHUS;

M3bIMaTh C TOCJENYIOIIEeH H30JAIMeNd MTOKYMEHTHI, 3apaXCHHbIE IJIECEHBIO WM APYTUMU
OMOJIOTMYECKUMU BPEIUTEISIMHU (U151 JOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE);

M3bIMaTh €IUHUIBI XPAaHEHUS DSIEKTPOHHBIX JIOKYMEHTOB, COJEpXallhe BPEIOHOCHBIE
KOMIIBIOTEpHBIE MPOrpaMMbl, TOMEI[aTh Ha CHENHAIbHO BBIICICHHYIO TMONKY (B SIIMK) IS
nocyeayromei 00padboTKH;

M3bIMaTh U pa3MeiaTh BClie]] 3a YUYTEHHBIMH JIeNla, He BHECEHHBIE B OIHCH.

BHecenue BBISBICHHBIX B XOJ€ IPOBEPKU HEYUYTEHHBIX JIe] B OMKUCH 3ampeniaetcs. Heyutennoie
nena nojasuekat o0paboTKe M OMUCAHUIO TOCTIE 3aBePIICHHS POBEPKH.

2.42. TlpoBepka HaIM4YUs U COCTOSIHUS TOKYMEHTOB MPOBOJUTCS IyTEM CBEPKU OMHCATEIbHBIX
cTaTell OMKCH C OTMCAHUEM Jel Ha 00JI0KKaX.

du3nyecKkoe COCTOSTHUE JIET ONPEIENIeTCs MyTeM BU3yalbHOTO MPOCMOTPA.

JlenaTh Kakue-TMOO MOMETKM WM 3allUCH B OMMCSX 1Nl M JPYTUX YYETHBIX JIOKyMEHTax
3ampemiaercs. B KoHIlE KaxIoW mnpocMoTpeHHOM omnucu nenaercs 3anuck TIPOBEPEHO" c



YKa3aHHEM HOMEpA U J1aThl aKTa IPOBEPKU HAIMYUSA U COCTOSIHUSA JOKYMEHTOB.

2.43. TlpoBepka HaMM4Ms M COCTOSHUS JOKYMEHTOB CUMTACTCS 3aBEPUICHHOI MOCiIe BHECEHUS
WU3MEHEHUH, BBISIBJICHHBIX IIPOBEPKOH, B yUE€THBIE JOKYMEHThI ApXUBA.

Ilo pesynpraTaM NpPOBEPKH COCTABIIAECTCA AKT MPOBEPKH HAJIM4YMsS U COCTOSIHUSI apXUBHBIX
nokymeHToB (npuinoxenue N 3). [Ipu oOHapyKeHUU OMIMOOK B YyYETHBIX JOKYMEHTAX COCTAaBIISCTCS
aKT O TEXHHMYECKHX OLIMOKaxX B Y4eTHbIX JOKyMmeHTax (mpuinoxkerue N 4). B ciayuae oOHapyxeHUs
JOKYMEHTOB, HE OTHOCAIIMXCS K JaHHOMY (OHAY, apXWMBY OpraHM3alud, HEYYTEHHBIX, TaKKe
COCTaBJISIETCS COOTBETCTBYMOLME akT (mpuiokenue N 5). YkazaHHble aKThl TMOANUCHIBAIOTCS
UCIIOJIHUTEISIMM U YTBEP)KIAIOTCS PYKOBOAMTEIEM OpPraHu3allid WM €ro 3aMECTHUTEJIEM,
KYpUPYIOIUM JESTEIBHOCTh apXHBa.

2.44. Ecnu npoBepKOl HalMuYUs U COCTOSHHUS JOKYMEHTOB YCTaHOBJIEHO OTCYTCTBHE i€l U
JIOKyMEHTOB, OPraHU3YETCS UX PO3bICK.

Po3bICK apXUBHBIX JOKYMEHTOB, HE OOHApYKEHHBIX B X0JI€ IPOBEPKH, OPraHU3yeTCs ¢ MOMEHTa
BBISIBJIGHUS] OTCYTCTBHS U MPOBOAMUTCS B TeUeHHE OAHOro rojaa. Ha nema, He oOHapyXeHHBIE B XOJie
NPOBEPKH HATMYUS U COCTOSHUS JOKYMEHTOB, COCTABIIAETCS aKT 00 yTpare JOKyMEHTOB (IIPUI0KEHHE
N 6), KOTOpBIii paccMaTpHBaeTCs KCHEPTHOH KoMHUCcHer (LEeHTpaIbHOM 3KCIEPTHOH KOMHUCCHEH)
(mamee - OK (LIDK) opraHm3anmum W yTBEpXKAACTCS PYKOBOJIUTENEM OpraHU3aldd WM €ro
3amectuteneM. K akTy npuiaraercs copaBka O IPOBEACHMM PO3bICKA, IOJArOTOBIECHHAsA H
HOJIMUCAHHAs JIMLIOM, MPOU3BOJMBILIUM IPOBEPKY. AKT 00 yTpaTe JOKYMEHTOB IpPEACTaBISACTCA B
COOTBETCTBYIOLIMI TOCYIapCTBEHHBIH (MYHHLMIAIBHBIN) apXvUB WIM YIOJHOMOYEHHBIH Opra
UCIIOJHUTENbHOW Biactu cyowsekta Poccuiickoit ®enepaunu B 007acTH apXHUBHOTO Jiesia JUIs
IPUHATHS PELLICHUS O CHATUU YTPAUEHHBIX JIeJ C y4eTa.

2.45. JIOKyMEHTBI BBIJIAIOTCSI U3 apXUBOXPAHMWJIMUILA Ha OCHOBAHUHU MHUCBMEHHOT'O Pa3pelIeHHUs
PYKOBOAMTENS apXWBa OPraHU3allMU WIIM €ro 3aMecTHTeNsl (eCiM apXWB SBISCTCS YYPEKICHUEM),
PYKOBOUTEIS CTPYKTYPHOTO MOAPA3AEICHNS OPTaHU3alliN

paOOTHHKAM CTPYKTYPHBIX MTOApa3eIeHUI OpraHu3aluy,

CylIeOHBIM, TPAaBOOXPAHUTENbHBIM M HHBIM YINOJHOMOYEHHBIM OpraHaM B COOTBETCTBUH C
3aKOHoJaTenbCcTBOM Pocceniickon denepanny;

WHBIM T0JIH30BATENSIM M0 MUCEMEHHOMY 3asIBICHUIO.

JIOKyMEHTBI BBIAIOTCS U3 apXUBOXPAHWIHUII HAa CPOK, HE MPEBBIIAIOIIUI:

OJIHOTO Mecsilia - AJIs UCTIONb30BaHMUs pa0OTHUKAMH OPTaHU3aIlMU U UHBIMH MOJIb30BaTEISIMU;

IIECTH MECSALIEB - CYACOHBIM, IPABOOXPAHUTEIBHBIM U UHBIM YIIOJIHOMOUYEHHBIM OpraHaM.

[IponneHne ycTaHOBJICHHBIX CPOKOB BBIAAYU JOKYMEHTOB JIOIYCKAeTCsl C pa3pelieHus
PYKOBOJIUTENSI OpraHu3alid Ha OCHOBAaHMHM MHUCHMEHHOTO TOJTBEP)KICHHUS TMOJIb30BaTENsl O
COXpaHEHUHN/00eCTIeYeHNH COXPAHHOCTHU IOKYMEHTOB.

2.46. Bpimaua JOKYMEHTOB M3 apXUBOXpPAHWIHUIIA PETUCTPUPYETCS B KHHUI€ BBIJAYM JeTd U
odopmitseTcs:.

3aKa3oM (CIy)keOHO# 3aIMCKOM) Ha BbIIady €,

aKTOM O BbIJIa4ye JIe] BO BPEMEHHOE MOJIb30BaHUE - MPH BbIJade B CTOPOHHHE OpraHU3aluu
(npunoxenue N 10).

[Ipu TpaHCTIOPTUPOBKE e HA JIIOObIE PACCTOSHUS 00ECTIEYMBAIOTCS MEPHI IO OXpaHE U 3allIUTe
WX OT BO3ACUCTBUS BPEIHBIX (DAKTOPOB OKPYKAIOILIEH Cpebl.

2.47. Beigady TOKyMEHTOB Ha OyMa)KHOM HOCHTEJIE U3 apXUBOXPaHUJIUIIA U TIPUEM UX 00paTHO,
B TOM YHCJIE B ClIydae HEOOXOJIMMOCTH TMOJHCTHYIO MPOBEPKY HAJUMYMUS U COCTOSIHHUS JIOKYMEHTOB
nepes BblAaueil U3 apXUBOXpAaHWIMINA U TIPU BO3BpATEe, MPOU3BOIUT PaOOTHUK apXHWBOXPAHUJIMILA B
NPUCYTCTBUH JIUIIA, MOJy4Yaromiero (BO3Bpalilaroliero) aea.

Bmecto BbIIaBaeMbIX U3 apXMBOXPAHWIMIA €IMHUIl XpAaHEHUS M OMUCEH JeJ, JTOKYMEHTOB
JIOJDKHA pa3MeIaThCs KapTa-3amectutelnsb Aeia (npuioxkerne N 7). [lpu Bo3BpaieHun jena Kapra-
3aMECTUTENb U3bIMAETCS M XPAHUTCS B apXUBE OPraHU3aIUH 10 MUHOBAaHUS HAJOOHOCTH.

Jlena, BbI1aBaeMble U3 apXUBOXPAHWINIIA, JOJKHBI UMETh apXUBHBIN MU(P, MPOHYMEPOBAHHBIE
JIMCTHI, TUCT-3aBepuTelb faena (npuioxenne N 8) ¥ JIMCT UCTOJIB30BaHUS JOKYMEHTOB (IIPUIIOKEHHE
N 9).

[ToaroroBka apXMBHBIX JOKYMEHTOB K BbIJIa4ye U3 apXUBOXPAHUIIMILA BKIIOYAET!

BBIEMKY apXUBHBIX JIOKYMEHTOB;



CBEPKY apXHUBHOTO IIM(pa U 3ar0JOBKOB C OMUCHIO JIEJ, JOKYMEHTOB;

MPOBEPKY (PU3UUECKOTO COCTOSHHS JeTa.

DJEeKTPOHHBIE JTOKYMEHTHI BBIJAIOTCA M3 apXUBOXPAHWIMIIA B BHUJE 3JICKTPOHHBIX KOMUH WM
Konuii Ha OymaxkHoM Hocutene. [Ipm HeoOXOIUMOCTH 3aBEPEHUSI KOIHM 3JEKTPOHHBIX JOKYMEHTOB
UCHOJB3yeTCd DJICKTPOHHAS TMOJINCH PYKOBOAUTENS OpPraHU3aldyd WM YHOJHOMOYEHHOTO UM
JOJKHOCTHOTO JIMIA WJIM TPOM3BOJUTCS 3aBEPEHUE KOMUM JOKyMEHTa Ha OyMa)kHOM HOCHUTENE B
yCTaHOBIIEHHOM mopsike (myHKT 5.14 Hactosumx [Ipasui).

2.48. JIoKyMEeHTBI U3 apXUBOXPAHWINIIA, KaK TIPABHUIIO, HE BHIIAIOTCA:

py Hanu4YuK (OHJA MOJIb30BAHMS;

HaXoJAIINECs B HEYIOBIETBOPUTEIBHOM (PU3NYECKOM COCTOSIHUH.

2.49. B opraHu3anuu J0JDKHBI OBITh pa3paboTaHbl TUIaHBl KOHKPETHBIX MEPONPUATHI U Ipyrue
HOpPMAaTHUBHbIE TOKYMEHTHI, pErJaMEeHTUPYIOIIHE MOPII0K paboThl B UpE3BBIYANHBIX CUTYalUSX, IPU
BO3HUKHOBEHHUHU KOTOPBIX HEBO3MOXKHO O0ECTIEYHTh COXPAaHHOCTh apXUBHBIX JTOKYMEHTOB.

C cozmepkaHuEM IUIAHOB MEPOTPHUIATUN U JPYTUX HOPMATHUBHBIX JOKYMEHTOB, ONpPEACISIONINX
paboTy apxuMBa OpraHu3alMd TpH YPE3BBIYAMHBIX CHUTYalMsX, JOJDKHBI OBITh O3HAKOMIICHBI
pabOTHUKM apXHBa OpraHU3aALUH.

I1l. VYET JIOKYMEHTOB APXUBHOI'O ®OHJA POCCUICKOU ®EJEPALINN
N APYI'UX APXMBHBIX JIOKYMEHTOB B OPI"TAHU3 AL

3.1. Vuery mnojyexarT BCe XpaHs;IIMECS B apXUBE OPraHU3alM JOKYMEHTHI, BKIOYas
JOKYMEHTHI 110 JINYHOMY COCTaBY, KOIHU JOKYMEHTOB (poHIa Mojb30BaHus (IPU HAIWYMHU) U OMHCH
Jiel1, TOKyMEHTOB.

3.2.  Opranuzanys, SBIAOLIAsCS  HMCTOYHUKOM  KOMIUIEKTOBaHMSI — TOCYIApCTBEHHOIO
(MyHUIIMIIATBHOTO) apXuBa, MPEJICTABIAET B TOCYJapCTBEHHBIH (MYHUIMIIAIBHBINA) apXUB YYETHBHIC
cBesieHUs1 00 00beMe M COCTaBEe XPAaHSIIUXCSA B apXUBE OpraHU3aluu JOKyMEHTOB ApXHUBHOro (hoHIa
Poccuiickoii ®Penepauuu U APYTHX AapXUBHBIX JOKYMEHTOB B COOTBETCTBUM ¢ Permamenrom
roCyJapCTBEHHOTO y4yeTa JJOKyMeHTOB ApxuBHOro (onna Poccuiickoit denepannu, yrBepKICHHBIM
npuka3zoM Pocapxua ot 11 mapta 1997 r. N 11 (3apeructpupoan Muntoctom Poccun 8 mrons 1997
I., pPETHCTPaMOHHBIN HOMep 1344).

3.3. OCHOBHBIMM €AMHUIIAMH yY€Ta apXUBHBIX JJOKYMEHTOB SIBJISIFOTCS:

apXUBHBIN QOHT;

eIMHMIIA XPAHEHUS - JeJ10, JyeKTpoHHOe aeno (myHKT 4.34 Hactosumx [Tpasun).

3.4. EnqunnnaM XxpaHeHHs MPHCBAUBAIOTCS YYETHBIE HOMEpA, SBJSAIONINECS YacThi) apXHUBHOTO
mmdpa. CBeAeHHUS O COCTAaBE EIWHUI] XPAaHEHUS U HMX KOIUYeCTBE (UKCHUPYIOTCS B YUETHBIX
JOKYMEHTaX apXuBa.

ApxuBHblii mmpp (0603HaUCHHE, HAHOCHMOE B JIEBOM HIJKHEM YIIy Ha KaXIYI0 CIUHUILY
XpaHEHHs B IEIIX 00eCrmedYeHus ydeta U UACHTU(UKAIMK) COCTOMT 3. HOMEpa apXHUBHOTrO (hOHA;
HOMeEpa OIUCH JeT, JOKYMEHTOB; HOMepa €AUHHULIbI XPAHEHHUS.

ApXUBHBI MHQP ANEKTPOHHBIX TOKYMEHTOB, XPaHUMBIX Ha 00O0COOJIEHHBIX 3JIEKTPOHHBIX
HOCHUTENSX, YKa3blBae€TCs Ha BKJIAJbIIIC, BIOKEHHOM B (QYTIsAp HOCHTENs. ApPXUBHBIM mudpp
ANIEKTPOHHBIX IOKYMEHTOB, XpaHUMBIX B HUH()OPMAIITMOHHON CHCTEME apX1Ba, ABIIAETCS 00s3aTeIbHBIM
9JIEMEHTOM OIUCAHUSI KOHTEHHEpa 3JIEKTPOHHOTO IOKYMEHTA.

3.5. B apxuBe opraHusaiuu BeIyTCsS OCHOBHbIC (00s3aTeIbHBIC) U BCIIOMOTATEbHBIC yYIETHBIC
nokyMeHThl. CocTaB ¥ (OPMBI OCHOBHBIX YYETHBIX JIOKYMEHTOB OIPEAEISIOTCS B COOTBETCTBHH C
Hactosumu [IpaBunamu. CoctaB U GOpMBI BCHIOMOTaTEIbHBIX YUETHBIX TOKYMEHTOB OIPEIEISIOTCS
apXUBOM OpraHU3alMUd CAMOCTOSITENLHO.

3.6. B coctaB 0CHOBHBIX (00513aTEIBHBIX) YUSTHBIX JOKYMEHTOB apX1Ba OPraHU3aI[My BXOIAT:

KHHTA ydeTa MOCTYIJIEHHS U BBIOBITHS Je)T, JOKyMeHTOoB (mpuioxenne N 11);

crucok (ouaos (npunoxenue N 12);

muct donma (npuioxenue N 13);

omucsk aei, fokymento (mpunoxenus N 14, 15, 16, 17, 18);

peectp onmceii (mpunoskenre N 19).

3.7. B xHury ydera moCTyIJICHUS U BBIOBITUS A€, JOKYMEHTOB MOCJIEI0BATEILHO BHOCSITCS BCE



NEPBUYHBIC W TOBTOPHBIC MOCTYIUICHHS (BBIOBITHSI) J€J, JIOKyMEHTOB. Kaxgoe mOCTymieHne
(BpIOBITHE) B  mpeAeidax OTYETHOTO TIOAa IMOJyd4aeT TMOPSAKOBBIA HOMEp B  BaJIOBOM
MOCIIEI0BATEIHHOCTH.

Exxeronano Ha 1 sHBapsi moABOAMTCS MTOT KOJMYECTBA IMOCTYIMBIIUX U BBHIOBIBUIMX 3a T'OJ JIEl,
JOKYMEHTOB.

3.8. Cnmcok (hoHIOB BeAETCS B apXMBE OpPraHU3alllM, XpaHAIIEM JOKYMEHTHI 0ojiee OJHOTO
¢onma. B cmucok ¢GoOHAOB apXuBHBIA (OHA 3alHChIBA€TCA TOJBKO OJUH pa3, NpPU MEPBOM
MOCTYIUICHUH B apxuB opranuzauuu. [lo crnucky (OHIOB B BaJOBOM MOPSJIKE €My MPHCBAUBACTCS
YUYETHBII HOMEP, KOTOPBINA COXpaHIETCs 32 HUM BO BCEX YUETHBIX JOKYMEHTaX.

B caywae mnepenmaunm apxuBHOro ¢oHAa B JpPYrod apxuB, BKIIOUYEHUS €ro B COCTaB
O00BEIMHEHHOTO apXUBHOI'O (JOHAA MM BBIIENEHUS BCEX JOKYMEHTOB K YHUYTOXXEHUIO
0CBOOOMBILIHUIICS HOMEpP IPYrOMy apXUBHOMY (POHIY HE TPUCBAUBACTCS.

OObenuHeHHBbIE apXUBHBIE (OHIBI U ApPXUBHBIE KOJUICKIMM YYUTHIBAIOTCS Ha OOIIUX
ocHOBaHMAX. OObEeIMHEHHOMY apXWBHOMY (OHIY, OOpa30BaHHOMY W3 aApXUBHBIX (OHIOB, paHee
YUYTEHHBIX CaMOCTOSATEIbHO, PUCBANBAETCS HOMEP OJHOTO M3 apXMBHBIX (DOHJIOB, BKIIIOUEHHBIX B €TI0
COCTaB.

B apxuBax opraHuzanuii - ICTOUHHKOB KOMIUIEKTOBAHHS TOCYIaPCTBEHHBIX (MYHHIINTIATBHBIX)
apXMBOB IPOCTABISETCS HOMEP AapXUBHOrO (OHIA, 32 KOTOPHIM OH YUYTEH B TOCYJapCTBEHHOM
(MyHUIIMIIATEHOM) apXHBE, U KOTOPBIA COXPaHSAETCS 3a HUM IOCJIE MOCTYIUICHHS €ro JOKyMEHTOB Ha
MOCTOSIHHOE XpaHEHHUE.

Ha3panue apxuBHOTO (hOH/1a BHOCUTCS B CITUCOK (DOHJOB HA OCHOBaHUU UCTOPHUYECKON CIIPaBKU
K (DOHly WIN TUTYJIBHOTO JIUCTA OIUCH JIeJl, JOKYMEHTOB.

HasBanue apxuBHOTo ()OHIA COCTOUT U3 TOJHOTO U (B CKOOKAx) COKPAIEHHOTO HAaMMEHOBAHMS
¢doHg000pa3oBarens, C yKa3aHUEM €ro IOJAYMHEHHOCTH, MECTOHAXOXKICHHMS, JaT CO3JaHus |
mukBuaanuu. Ecnum  HamMmeHoBaHue (oHI000pa3oBaTenst HM3MEHsUIOCh, TO B CHHCKe (OHAOB
yKa3bIBAaeTCsl €ro IMOCJe/Hee Ha3BaHWE B paMKaxX NEepHoJia, 3a KOTOPBIH MPHUHSATHI TOKYMEHTHI. Bce
npeAbLAyIMe TepeMMEHOBaHNUs OTMEYAIOTCS B JIUCTE (POHA.

Ha3panue 00beIMHEHHOTO apXUBHOTO (POHAA COCTOUT U3 000OLIEHHOTO Ha3BaHMsI BKIIOUYEHHBIX
B HETO apXUBHBIX ()OHJIOB, U3 TIEPEUHs HA3BaHUI CMEHSBIIUX JIPYT apyra opranu3anuii. KoHKpeTHbIe
HAaMMCEHOBAHWMsI BCEX OPTaHU3aINii, TOKYMEHThI KOTOPBIX BOIILIM B O0OBbECIMHCHHBIA apXUBHBIN (HOHI, a
TAK)XKE UX IEPEUMEHOBAHUS YKA3bIBAIOTCS B JIHCTE POHA.

B Ha3BaHMU apXUBHOM KOJIJICKIIMK YKa3bIBACTCS MPHU3HAK (MPU3HAKK) e POPMUPOBAHUSI.

ExeromHo Ha 1 sHBaps K crnucky (DOHIIOB COCTaBIISICTCS HMTOTOBas 3alUCh O KOJHYECTBE
apXMBHBIX (OHIOB, TIOCTYIHMBIIUX U BBIOBIBIIMX B TEUYCHUE TOja, U OOLIEM KOJIUYECTBE apXUBHBIX
(OHIOB, HAXOIAIIMXCS HA XPAHCHUU B apXUBE.

Crucok ¢GOHIIOB 3aKIIOYAETCs B TBEPAYIO OOJOXKKY, JTUCTHI HYMEpPYIOTCS, COCTAaBIISIETCS JIUCT-
3aBEPUTEIIb.

3.9. Jluct ponma cocraBusieTcss Ha KaXKIblil apXUBHBIA (OHA. B HEM y4uTBIBalOTCS BCE OMHCH
1T, TOKYMEHTOB (OH/IA.

JIuct GoHIa MOXKET OBITh MEPECOCTABJICH TOJBKO B CIIydae, €CIM OH HEHCIPABUMO MOBPEXKICH
WIA TIepecTaeT OTpakaTh (AKTHYECKOE COCTOSSHHE M 00beM apxuBHOro Qonma. B ciyuae
nepecocTaBieHus JiMcTa (OHIA paHee NEHCTBOBaBIIMK JHUCT (GoHAa momeraercs B jaeino ¢oHaa. B
BEpXHEM IIPaBOM YTy 000ux JTHCTOB (hoHAA AenarTcs oTMeTkH: "JIMcT mepecocTaBieH” ¢ yKazaHHEM
JaThl IEPECOCTABIICHHS, JIOJDKHOCTH U TIOAIUCH COCTABUTEIS.

Jluctel (HOHIOB XpaHATCS B TMOPSAIKE HOMEpPOB apxXxuBHBIX (onmoB. K kaxmoW mamke
COCTABJISICTCS JINCT-3aBEPUTEIIb, TI€ YKA3bIBAIOTCS HAYAJIbHBIC M KOHEYHBIC HOMEpa apXUBHBIX (POHIOB
1 00IIIee KOJMYECTBO apXUBHBIX ()OHJIOB, JIUCTHI KOTOPHIX HAXOJSATCS B TMAIKE.

3.10. B omucu nen, JOKYMEHTOB (rOJOBOM pasfeiiec OMHCH e, JOKYMEHTOB) €IMHHIIbI
XPaHEHUS YIUTHIBAIOTCS B COOTBETCTBUU C CUCTEMAaTH3AIMEH 3a TIOPSIIKOBBIMU YYETHBIMU HOMEPAMHU.

[lepBoMy ro1oBOMy pa3zeny OMUCH Jel, TOKYMEHTOB ()OHJA MPUCBAMBACTCS HOMEP MO JIHCTY
boHIa, BCce TIOCIIEAYIONINE TOJJOBBIC Pa3/Ieibl YUCIATCS 38 JAHHBIM HOMEPOM JI0 3aBEPIICHHUS OTIUCH.

He pomyckaeTcss pUCBOCHHE OMHCAM JEJ, JTOKYMEHTOB OJIMHAKOBBIX YUYETHBIX HOMEPOB B
npezenax ogHOro GoH/a.

B KOHIIE BCEeX 3K3EMIUISIPOB OMHCHU JEN, JOKYMEHTOB JIEJIaeTCs MTOTOBAs 3alHCh, B KOTOPOM



YKa3bIBAETCS KOJUYECTBO HAXOJSAIIMXCS HA XPAHCHHM CIWHUIl XPaHEHUs, MEPBBIA U MOCICTHUMA
HOMEpa EIUHUI] XPaHEHHUs TIO OIMKCH, YKa3bIBAIOTCS HMMEIOMIMECS MPOIMYCKA HOMEPOB, JTUTEPHBIC
HOMEpa, BHIOBIBIINE €JMHUIIBI XPAHCHUSI U OCHOBAHUE BBIOBITHS.

[Tocne kKaXx0ro MOCTYIUICHUS! WU BBIOBITHS IOKYMEHTOB COCTABJISIETCSI HOBAsl MTOTOBAasl 3alUCh
K OIMUCH JIeJ, JTOKYMEHTOB, KOTOpas MOJIMUCHIBACTCS €€ COCTABHTENEM C YKa3aHHEeM JIOJDKHOCTH U
JIaThl COCTABJICHHUSL.

Ecnu omucek nen, TOKYMEHTOB COCTOMT M3 HECKOJIBKMX TOJIOBBIX Pa3/ieloB, TOMOB, UTOTOBAas
3alKCh COCTABISETCS K KKJIOMY TOJIOBOMY pasJieiny, TOMY; KpOME TOro, K KaXJI0My HMOCIEAYIOIIeMY
rOJIOBOMY pasJieily, TOMY B HApacTAIOIIeM IMOPSIKE COCTABIISIETCS CBOIHAS UTOTOBAS 3aMUCh.

l'onmoBble pa3fenbl, €CIM OHU HE SBISAIOTCS 3aKOHYCHHOH OIMMCHIO, HE TMOMIIIUBAIOTCA U HE
MIEPETTICTAIOTCS; OHU XPAHSATCS B apXHBE B TAMKax.

3akoHUEHHAs OMUCH JIelT, JOKYMEHTOB JIOJKHA BKJIIOUaTh He 6osee 9999 equnauil xpaHeHusI.

3akoHUEHHAs! OMUCH JIeJl, JOKYMEHTOB BMECTE C TUTYIbHBIM JIMCTOM U CIPABOYHBIM arapaToM
K Hel 3aKIII0YaeTCsl B TBEPAYIO 00JI0KKY, HyMEPYeTCs U MOAIINBACTCS WU TePEIIeTaeTCsl.

Kaxxnast 3akoH4YeHHAss OMUCH JeJ, TOKYMEHTOB, TOM OMNHCH JeJ, JTOKyMEHTOB JOJKHBI UMETh
JUCT-3aBEPUTEb.

3.11. Ilpu Hanuuuu B apXuBe OpraHU3allMU JBYX M Oojiee omMcei Jien, JOKYMEHTOB BEIETCS
peectp onwmcedt (mpuinoxkerue N 19).

Ornucu e, TOKYMEHTOB BHOCSITCSI B PEECTp OMHUCEN B XPOHOJOTUYECKOU MOCIIE0BATEIbHOCTH
MOCTYIUICHUS TIOJI COOTBETCTBYIOIIUMHU MOPSTKOBEIMH HOMEPAMH.

B peectpe omnuceit (puKCUpyIOTCS OCHOBHBIEC IaHHBIE TI0 COCTABY KAXKIOW MOCTYIHUBIIEH B apXHB
OpraHu3allui OTMHCH JIeN, TOKYMEHTOB: HoMep (OH/Ia, HOMEDP OMUCH, KOJIMYECTBO €IMHUI] XpPaHEHUS B
OTIMCH, KOJIMYECTBO JTUCTOB B OIHICH U €€ IK3EMIUISIPOB.

3.12. JIns ueHTpaln30BaHHOTO TOCYAAPCTBEHHOTO Yyd4eTa JOKYMEHTOB ApXWUBHOro (oHaa
Poccuiickoit ®denepannu B apXuWBe OpraHHU3alMH, SBISIONICHCS HCTOYHHUKOM KOMIUIEKTOBAHUS
rOCY/IapCTBEHHOTO (MYHHUITHIIATBHOTO) apXHBa, COCTABIISIETCS MACIIOPT apXuBa OpraHu3anuu. <1>

<1> ®opma macmopTa apxuBa OpraHU3allMd YCTAaHOBJIEHA PermamMeHTOM TOCyIapCTBEHHOTO
ydera JOKyMeHTOB ApxuBHOTo (onaa Poccuiickoit deneparuu (yrBepkaeH mpuka3om Pocapxusa ot

11 maprta 1997 r. N 11, 3apeructpupoBan Muntocrom Poccuu 8 utons 1997 r., peructpaiilmoHHbIN
HoMmep 1344).

3.13. ApxuB OopraHM3aluy MOKET BECTH TAK)KE y4eT B aBTOMAaTU3UPOBAHHOM PEKHUME - B BUJIC
y4deTHbIX 0a3 nanubix (B/1).

VYuernsie b/ npuMeHSIOTCS BO B3aMMOCBSI3U C APYTUMHU nH(popMaroHHbiMu bJ1, nmeromummucs
B apXWMBE OpraHW3alli, M JOJDKHBI OBITh COBMECTHMBI C COOTBETCTBYIOIIMMH YUeTHBIMU bBJ]
rOCYIapCTBEHHBIX (MYHHIIUITAIBHBIX) ADXHBOB U OPraHOB YIIPABJICHUS apPXUBHBIM JIEJIOM.

3.14. VYderHble JOKYMEHTBI apxXWBa OpraHU3allMHM, KpPOME OINHCEeH JeJ, JOKyMEHTOB,
NpeHA3HAYATCS IS CITY)KEOHOTO MOJIb30BaHUS U TI0JIh30BATENISIM HE BBIIAIOTCSI.

3.15. Yder nocTymieHus U BBIOBITUS Je]l, JOKYMEHTOB B apXHUBE OPraHU3alMK OCYIIECTBISCTCS
Ha OCHOBaHUH:

OTIMCHU JIeJI, IOKYMEHTOB CTPYKTYPHOTO TOJPa3JeliCHHs] ¥ TOJIOBOTO pa3jieia CBOJHOW OMUCH
JIeTT, TOKyMEHTOB OpTraHU3allHH;

HOMEHKJIATYpBI JIeT OpTaHW3alluH, 3aMEHSIONICH TOJO0BOWM pa3/ieN CBOJHOW OIMCH JIel,
JOKYMEHTOB OpTaHH3aI1H;

aKTa 0 TEXHHYECKHMX OIIHOKaX B YUETHBIX JOKyMeHTaX (npuioxkenue N 4);

aKTa 00 0OHApY)XEHUH JOKYMEHTOB (HE OTHOCSIIUXCS K JaHHOMY (DOHIY, apXUBY, HEYITCHHbIX)
(mpunoxxenue N 5);

akTa 00 yrpare m1okymeHToB (mpuioxenue N 6);

aKTa mpueMa-TiepeIadl apXUBHBIX TOKYMEHTOB Ha xpaHeHue (npunoxenne N 20);

aKTa O BBIJCIICHUH K YHHUYTOXXCHHIO ApPXMBHBIX JOKYMEHTOB, HE MOJUJICKAIIUX XPAHCHUIO
(mpunosxkenune N 21);

aKTa O HEMCITPABUMBIX MOBPEKICHUAX apXUBHBIX JOKYMEHTOB (rpuiokerue N 22).

Ha ocHOBaHMM yKa3aHHBIX JIOKYMEHTOB BHOCSATCS HEOOXOJIUMBbIC W3MEHEHHS B OCHOBHBIC



(o0Os13aTenbHbBIC) YUETHBIC TOKYMEHTHI apXHBA:

B KHHTY y4eTa NOCTYIUICHHS U BBIOBITUS e, TokyMeHTOB (npwiokerne N 11) u B nuct ponna
(mpunoxenne N 13) - mpu KaxIoOM H3MEHEHHH B COCTaBeé M 00BEME JOKYMEHTOB apXuBa
OpraHu3alUH;

B crucok QonmoB (mpuinoxenune N 12) - mpu MmOCTyIUIEHMM HOBOTO apXMBHOTO (POHIA WIIK
BBIOBITHH BCEX JI€J1, JOKYMEHTOB, HaXOAUBILIETOCS Ha XpaHEHUU apXUBHOTO GoHma <1>;

<1> B rpade "Otmerka o BbIOBITUM (oHAA" cnucka (HOHIOB YyKa3bIBaeTcs, Kyda BbIOBLI
apXMBHBIN QOHJ, a TaKXKe aTa U HOMEP JOKYMEHTa, Ha OCHOBAHUU KOTOPOT'O OH BBIOBLI.

B peectp omuceit (npwioxkenue N 19) - npu MOCTYIUIEHUH HOBOW OINMUCH WIIM BBIOBITHH BCEX
€IMHUIl XpaHEeHUs, HaXOJMBIICHCS Ha XpaHEHWH omucu. HoMep BBIOBIBINEH OMHCH APYrUM OIMUCSIM
JIeNT, TOKYMEHTOB He MPUCBANBAETCS U OCTAETCSl CBOOOIHBIM;

B OMHCHU JEN, JTOKyMEHTOB - MPHU KaXIOM MOCTYIJICHUH W/UIU BBIOBITUU €7, JOKYMEHTOB,
YYTEHHBIX B JAHHOU OIMHUCH.

CoOTBETCTBYIOIIME U3MEHEHHUS BHOCATCSA BO BCIIOMOT'aTENIbHbIE YUETHBIE JOKYMEHTHI.

Bce akThl, TOKyMEHTHPYIOUIHE pPE3ydbTaThl apXHUBHBIX PAa0OT, BKIIOYAIOTCS B 1eno (oHna,
KOTOpOE 3aBOJIUTCS Ha Kbl (POH, HAXOIAIINICA Ha XPAaHEHUH B apXUBE OPTraHU3aINH.

Heno donna, HapsaIy ¢ AOKYMEHTaMH, OTpakaoUMMHU UCToprio GoHaa u GoHgooOpazoBarens,
BKJIIOYAET YUYETHBIC TOKYMEHTHI, XapaKTepU3YIOIue n3MeHeHus (OH .

IV. KOMIUVIEKTOBAHUE APXNBA OPTAHU3ALIMU JOKYMEHTAMU APXUBHOI'O
OOHJA POCCUNUCKOU ®EJAEPALIMU 1 IPYTUMHN APXUBHBIMU IOKYMEHTAMU

4.1. loxymentsl ApxuBHoro Gonaa Poccuiickoit deneparin u JOKyMEHTHI BpEMEHHBIX (CBBIIIE
10 set) cpoKOB XpaHEHHMs, B TOM YHUCIIE [0 JUYHOMY COCTaBy, MEPENAIOTCS B apXUB OpPraHU3alMK HE
paHee, 4eM uepe3 OJMH TOJ W HE IO3JHEE, YeM uepe3 TpU ToJa IOCIE 3aBEpPLICHUS Jel B
JIeIONPOU3BOJCTBE.

JIOKyMEHTBI 1O JIMYHOMY COCTaBy TOCYAApPCTBEHHBIX TIPAXKIAHCKUX  CIyXallUX U
MYHHUIIMMIANBHBIX ~ CIYXKAIllUX, YBOJEHHBIX C TOCYJAapPCTBEHHON TPAXKIAHCKOM CIY)KOBl WU
MYHHUIIMIIABHOW CIYKOBI, TepeNaloTcs B apXuB opraHuzanuud mno wucredenunn 10 mer co aHs
YBOJIBHEHHUSL.

4.2. llena BpemenHbIX (10 10 yeT BKIIOYUTENHLHO) CPOKOB XpaHEHHS B apXHB HE MEPEIaroTCs.
OHU XpaHATCA B CTPYKTYPHBIX MOJPA3IACICHUSIX OPraHU3AlMH U MO0 HCTEYEHHH CPOKOB XPAHEHMS
MOJUIEKAT YHUUTOKEHUIO B YCTAHOBJIEHHOM IOPSIKE.

B UCKITIOUMTETBHBIX CIYYasX MO PEHICHUIO PYKOBOIUTENSI OPraHU3anuy aeiia BpeMeHHbIX (1o 10
JeT BKIIOYUTEIBHO) CPOKOB XPaHCHUS MEPENAIOTCAd B apXMB OpraHW3alldd [0 OIMHMCSIM e,
JIOKYMEHTOB WJIM 10 HOMEHKJIaType Aell.

4.3. JIokyMeHTHI MOCTYMAIOT B apXUB OPraHU3alluu MOCJE MPOBEICHUS IKCIIEPTU3HI IIEHHOCTH.

4.4, Pemenus o BKIOYEHUHU B cocTaB ApxuBHOTO (oHAa Poccuiickoit denepanuu KOHKPETHBIX
JOKYMEHTOB MPUHUMAIOTCS SKCIIEPTHO-ITPOBEPOYHBIMU KOMUCCUSIMU (heZiepaibHBIX TOCYIapCTBEHHBIX
aApXUBOB U YIOJHOMOYEHHBIX OPraHOB MCHIOJTHUTENBHOM BJIacTH cyObeKkTOB Poccuiickoit denepanuu B
obactu apxuBHOTo jena (nanee - DIIK apXuBHOTO yupexIeHHs) B Mpeeaax KOMIIETCHIINH.

4.5. Ilenpro SKCIIEPTU3BI LIEGHHOCTH JOKYMEHTOB B OPraHU3allUU SBIISETCS:

0oTOOp JOKYMEHTOB JIJIsl BKJIIOUeHHs B cocTaB ApxuBHoro (onaa Poccuiickoit denepanumy,

BBISIBJIICHUE IOKYMEHTOB, HE MOJIJIEKAIINX JAIbHEUILIEMY XPaHEHUIO.

OKCIepTU3€ LIEHHOCTHU TMOJUIeKAT BCE JOKYMEHTBHl OpraHM3allid HE3aBUCHUMO OT BHJOB
HOCHTENEH U CIOCOOOB 3aIUCH.

Jlo mpoBeneHHs] SKCIEPTU3Bl IIEHHOCTH B COOTBETCTBUU C MyHKTamu 4.6 - 4.13 Hacrosimux
[IpaBun yHUUYTOXKEHUE JOKYMEHTOB 3alPeIaeTCs.

4.6. DkcriepTH3a IIEHHOCTH IOKYMEHTOB MTPOBOAMUTCS HA OCHOBE:!

JEUCTBYIOLIETO 3aKOHOAATENIbCTBA M MHBIX HOPMATHBHBIX MPaBOBBIX akTOB Poccuiickoii
Qenepanyii B 00JIaCTH apXUBHOTO Jeia, HMHGOpPMALIMM U JOKYMEHTAIIHOHHOTO oOOecreueHus
yIpaBJICHUS,



TUIOBBIX, BEJJOMCTBEHHBIX U MHBIX IEPEYHEN JOKYMEHTOB C YKa3aHHEM CpPOKOB UX XpaHEHMS,
TUIIOBBIX ¥ IPUMEPHBIX HOMEHKJIATYpP AEII.

4.7. B opranuzanuu Juisi IPOBEAECHUS SKCIIEPTU3bI LICHHOCTH JOKYMEHTOB CO3/1a€TCsl DKCIIEPTHAs
komuccus (manee - DK) <1> B opraHuzanmsax, WMCIOUIMX CJIOXHYIO CTPYKTYpy W/WiIn
MOJIBEIOMCTBEHHBIE OPraHU3alM1, CO3/IAI0TCs IICHTPalIbHBIE dKCIIepTHBIE koMuccuu (nanee - [[9K).

<1> JIng mpoBeIeHHs SKCHEPTH3bl LIEHHOCTH HAyYHO-TEXHUYECKOM M Ipyroil crenuaibHOu
JOKYMEHTAllUM B OpraHu3alud MoXKeT ObiTh co3mana OK, BKIIOYAKONIas COOTBETCTBYIOLIMX
CIELIMAJINCTOB.

4.8. IIDK (OK) siBnsiercst coBemaTeIbHbIM OPraHOM MPH PYKOBOIUTENE OPraHU3alluK, CO3/IAaeTCs
IIPUKA30M OpraHU3allHy, AEUCTBYET HA OCHOBAHUH TIOJI0OKEHUS.

3amaun u yskuun [[OK (OK) opranuzammu - MCTOYHHMKA KOMIUICKTOBAHHS OMPEACISIOTCS
MI0JIOKEHUEM, YTBEPKIAEMBIM PYKOBOIUTEIIEM OpPraHU3aliH.

4.9. Ocnosnoit 3anaueii [[OK (OK) sBisiercst opraHu3aiiysi ¥ MPOBEJICHNUE YKCTICPTH3bI IEHHOCTH
JIOKYMEHTOB.

OcuoBubiMu pyaknusmu LIOK (OK) smstorcs:

OpraHu3alus eXKeroHoro oToopa Jes il XpaHEeHUs] U YHUUTOKEHUS

pacCMOTPEHUE M COIVIACOBAaHUE IPOEKTOB HOMEHKIATYpPHl €N OpraHu3alluM, OIHUCEH ned,
JOKYMEHTOB TIOCTOSTHHOTO U BpeMeHHBIX (cBbimie 10 51eT) cpoKoB XpaHeHHs, B TOM YHUCIIE 110 JIHYHOMY
COCTaBY, aKTOB O BBIJIEJICHUH K YHUUTOKEHHUIO JI€J1, HE TIOJUIEKAINX XPAaHEHHIO, U JPYTHUX AKTOB,;

HOJArOTOBKA  MpEIOKeHUH 00  ONpedeNieHUH CPOKOB  XpaHEHHUsS  JOKYMEHTOB, He
IPEeIyCMOTPEHHBIX MepeyHsMu <1>, m 00 M3MEHEHUU CPOKOB XpPaHEHHs OTJIEJIbHBIX KaTeropuiu
JIOKYMEHTOB, YCTAHOBJICHHBIX IIEPEYHIMY;

<1> DK opranuszanuii, nepeAaroUINX JOKYMEHTHI Ha XpaHEHUE B IOCYIApCTBEHHbIC apXHBHI,
IIPEJCTaBIISIOT COOTBETCTBYIONIME npeanoxenus DK apxuBHoro yupexaeHus.

y4acTue B MOJATOTOBKE U PaCCMOTPEHUH MPOEKTOB HOPMATUBHBIX U METOJUYECKHUX IOKYMEHTOB
1o BorpocaM paboThI C TOKYMEHTaMU B OpraHHU3alliiy;

METOJIUYECKOE PYKOBOJICTBO paboTaMu B 00J1acTH 00eCrieueHusl COXPaHHOCTH JOKYMEHTAILHOTO
¥ apXUBHOTO ()OHJIOB OpPraHU3AIINU.

4.10. DxcnepTU3a IEHHOCTH JIOKYMEHTOB B OPTaHU3aIMH TPOBOIUTCSL:

B JICIOTIPOM3BOJICTBE - MPH COCTABICHMM HOMEHKJIATYPHI JIeJI OPTaHU3allid U TIPU MOJIOTOBKE
JIeTT K Tiepe/iavue B apXuB,

B apXHMBE OPTaHHU3AIIMU - B TIPOIIECCE MOATOTOBKH JIEN K Tiepeiade Ha TOCTOSHHOE XPaHEHUE.

4.11. DkcniepTU3a IIEHHOCTH JOKYMEHTOB MPOBOJIUTCS €XKETOTHO.

[lo pesynabTaraM O3KCHEpPTH3Bl IEHHOCTH B CTPYKTYPHBIX TOJpPAa3JCICHUSIX OpraHU3aluu
COCTAaBJISIFOTCSL OMUCH JIeJT CTPYKTYPHBIX TMOpa3ieieH i MOCTOSHHOTO, BpeMeHHbIX (cBbie 10 er)
CPOKOB XpaHEHHs, M0 JMYHOMY coctaBy (mpuioskerne N 23, 24), Ha OCHOBE KOTOPBIX B apXHBE
OpraHu3alliil  COCTABJIAIOTCS TOJIOBBIC  pa3lelibl COOTBETCTBYIOIIMX CBOJHBIX OIHMCEH Jed,
JIOKYMEHTOB.

Ha nena ¢ WCTEKIIMMH CPOKaMH XPaHEHUS B CTPYKTYPHBIX MOJPa3/ICICHUSX OpPTraHU3aIliuu
COCTABJISIFOTCSL TIPEIJIOKEHHUS K aKTy O BBIJICJICHUH K YHUYTOXCHHIO JOKYMEHTOB, HE IOJIEKAIINX
xpanenuio (o ¢popme akra, npunokenre N 21).

Ha ocHOBe mpemioxeHHid CTPYKTYPHBIX TOJpa3leNIeHUuil  Cciy0a JeloIpOu3BOCTBA
OpraHU3aIluH COCTABIISIET aKT O BBIJICJICHUHN K YHHUTOXCHHUIO JOKYMEHTOB, HE TIOJISKAIUX XPAHECHUIO
(mpunoskenue N 21).

Jlena BKJIFOYAIOTCS B aKT O BBIACIICHHMM K YHHUYTOXKCHHUIO JIOKYMEHTOB, HE IOJICKAIIAX
XpaHCHUIO, €CJIM MPEIYCMOTPEHHBIH [UIsi HUX CPOK XpaHEHHs MCTEK K 1 sHBaps rojaa, B KOTOPOM
COCTaBJICH aKT.

Hena ¢ ormerkor "DIIK" <1> moanexaT MOJUCTHOMY NPOCMOTPY B MEIAX BBISBICHUS
JOKYMEHTOB, TIOJJISKAIIUX TOCTOSTHHOMY XpaHCHWIO. BEISBICHHBIE B TakuX JeliaX JIOKYMEHTBI
TIOCTOSITHHOTO XPaHEHHUSI BBIJIEISIOTCS U IPUCOCITUHSIIOTCS K OJTHOPOIHBIM JiefiaM HIIi (popMUpYIOTCS B



CaMOCTOSITENIbHBIE JIENA.
<1> Otmetka "DIIK" o3HauaeT, 4yTO YacTh MTOKYMEHTOB MOXET OBITh OTHECEHAa K CPOKY
XpaHEHUs 'TIOCTOSIHHO .

OctanpHble JOKyMeHTHl ¢ oTMeTkor "OIIK" BKirodaroTcss B akT Ha yHuuTOoKeHue. Ilpu sTom
ormetka "JIIK" B akTe HE yka3bIBaeTcCs.

Onucu Ha paena, JOKYMEHTBHI IIOCTOSHHOTO XPAaHEHUS M II0 JMYHOMY COCTaBy M akThl Ha
YHUUYTOKEHHE JOKyMEHTOB paccMaTpuBarorcs Ha 3acenanuu L[OK (OK) omnoBpemenno. [lo ntoram
paccmotpenust [IOK (3K) cormnacoBbiBaloTCs OMMCH JelT, JOKYMEHTOB HMOCTOSIHHOTO XPaHEHUS U 110
JUYHOMY COCTaBY U aKThl O BBIJIEJICHUH K YHUUTOKEHUIO JOKYMEHTOB.

CornacoBannbie [IOK (OK) opraHmzanmmm onmcu Jen JOKYMEHTOB (TOJIOBBIE pasfeibl)
IIpeJICTaBIIsIIOTCS Ha paccmoTpenue JIIK:

IIOCTOSIHHOTO CPOKa XpPaHEHUs - Ha YTBEPKACHHUE;

I10 IMYHOMY COCTaBY - Ha COTJIaCOBAHUE;

OIIK yTBepkaaeT onucu Jes NOCTOSHHOTO XPaHEHMs U COTJIaCOBBIBAET OIMCH €I MO JINYHOMY
COCTaBy.

Omnucu nmen, NOKyMeHTOB (rOJOBBIE pa3Jielibl) Hampasisitorcss Ha paccmorpenue DIIK B Tpex
HK3EMIUIsIpax Ha OyMa)KHOM HOCHUTEJE M OJTHOM 3K3EMIUISIpE Ha 3JIEKTPOHHOM HOcuTene uepe3 3 roja
II0CJIE 3aBEPIICHHUS JEJ1 B JEIONPOU3BOICTBE.

ITocne yrBepxaenus u corsacoBanus JIIK onucelt nein, TOKyMEHTOB ONMCH U aKT O BBIJIEICHUH
K YHMUYTOXXKCHHIO JIOKYMEHTOB, HE MOMJIEKAIUX XPAaHEHUIO, YTBEPKIAIOTCS PYKOBOIUTEIEM
OpraHu3aluy, MOCJe Yero Jeia, BbACTICHHBIE [0 aKTy K YHUUTO)KEHUIO, MOT'YT OBbITh YHUUTOKEHBI.

4.12. OpraHu3anuy, B JAEATEIBHOCTH KOTOPBIX HE CO3JAIOTCS TOKYMEHTbl ApXHMBHOTO (oHIa
Poccwuiickoit deneparnyy, CO3JaI0T ONKCH A 110 JUYHOMY COCTaBy U OIMCH JIeJI BDEMEHHBIX (CBBIIIE
10 net) cpokOB XpaHEHHUSI M 00ECIIEYNBAIOT X COXPAHHOCTb.

Opranuszanuy TakXKe COCTaBISIIOT AKThl O BBIJICICHMM K YHMUYTOXKCHHIO JOKYMEHTOB, HE
NOJJIEXKAIUX XPAHEHHUIO, U YHUUTOXKAIOT yKa3aHHbIE JTOKYMEHTBI 110 HCTEYEHUH CPOKOB MX XpaHEHUS
TOJIBKO TIOCJIE€ COCTaBJIEHMS TOJOBBIX Ppa3leloB OMNMCEW Jel IO JMYHOMY COCTaBy 3a
COOTBETCTBYIOIIUH MEPHOJ U UX YTBEPKACHUS PyKOBOJIUTEIEM OpTraHU3aIIH.

4.13. Jlena Ha OyMaXHOM HOCHTEJE, BBIACICHHbIE K YHHYTOXXEHHUIO, IEpeaaloTcs Ha
yHUUYTOKeHHE (YTUIIM3AIHMIO) 10 aKTy O BBIJCJICHUH K YHHYTOKCHHUIO JOKYMEHTOB (mpuiioxkenne N
21), a TakKe Ha OCHOBAaHMHM WHBIX JOKYMEHTOB, MOITBEPXKIAIOIIUX (PAKT CIAauu TOKYMEHTOB Ha
YHUYTOKEHHE (YTHIIN3AIHIO).

DJEeKTPOHHBIE JieJla ¢ UCTEKIIUMHU CPOKaMU XpaHEHMs IO/AJIEKAT BBIJCICHUIO K YHUUYTOXKEHUIO
Ha OOIIMX OCHOBAHMSAX, MOCJIE YEero MPOBOIUTCS UX (PU3NYECKOE YHUUTOXKEHHE WIM YHUYTOXKEHUE
IPOTPaMMHO-TEXHUYECKUMHU CPEJCTBAMU C COOTBETCTBYIOLIEH OTMETKOW B aKTe€ O BBIACIECHHHM K
YHUYTOXCHHIO TOKYMEHTOB (nipuioxenue N 21).

4.14. Jlns obecnieyeHus nopsiika GopMUPOBaHUS U ydeTa Jiesl B AeJIONPOU3BOJICTBE OpraHu3aluu
COCTaBJISIETCS] HOMEHKIIATypa Aell.

4.15. HomeHkiatypa [Ien 3akperiseT kiaccudukanuioo (TpyHIUPOBKY) HCIIOJHEHHBIX
JOKYMEHTOB B Jiej1a (JIEKTPOHHBIC JIeNa) U SBIISIETCS OCHOBHBIM YYETHBIM JJOKYMEHTOM, OTPaKAIOIIIM
COCTaB M OPraHU3ALHUIO TOKYMEHTAIBHOTO (POH/1a OpraHU3allUH.

4.16. HomeHknaTypa Jen sBIsi€TCS OCHOBOM JJISi COCTaBJIEHUs ONMCEH [ell, JOKYMEHTOB
IIOCTOSIHHOTO M BpeMeHHbIX (cBbie 10 j1eT) CpOKOB XpaHEeHHs, a TaKKe Ul ydeTa Jesl BPEMEHHBIX
(o 10 jeT BKIFOUHUTENIBLHO) CPOKOB XpaHEHHS.

4.17. HomeHknaTypa Jeil OpraHu3aluu pa3pabaTbiBaeTcs Ha OCHOBAHMM  THIIOBBIX,
BEJIOMCTBEHHBIX U MHBIX NEpEYHEN JOKYMEHTOB C YKa3aHUEM CPOKOB XpPaHEHUS, HHBIX HOPMATHUBHBIX
IPaBOBBIX AKTOB, a TAKXKE THUIOBBIX U IPUMEPHBIX HOMEHKIATYP JIEl.

TunoBas u mpuMepHas HOMEHKJIATYphl Jel pa3padaTbIBalOTCd OpraHaMU M OpraHU3aLUSAMH,
UMEIOIMMU B TOJYMHEHUH CETh OJHOTHUITHBIX OpraHu3alui.

TunoBas HOMEHKJIaTypa YCTaHABIMBAET COCTAB JI€Jl, 3aBOJUMbIX B OJHOTHUIIHBIX OPraHU3aLUAX,
U SIBJISIETCS. HOPMATUBHBIM JIOKYMEHTOM.

IIpumepHass HOMEHKJIATypa YCTAHaBIMBAeT MPUMEPHBI COCTaB JeJ, 3aBOJUMBIX B



OpraHM3alusaX, Ha KOTOPbIE OHA PACTIPOCTPAHSIETCS, U SIBISIETCS PEKOMEHAATEIBHBIM JOKYMEHTOM.

4.18. HomeHnkiarypa /ei OpraHu3aliii COCTABISETCS MO YCTaHOBJIEHHOW (opme (TpuiioskeHue
N 25) Ha ocHOBaHMM HOMEHKJIATYp Je CTPYKTYPHBIX MmoapasaeneHuil (mpuioxenue N 26).

Opranuszaiyy - HCTOYHUKU KOMIUICKTOBAHHS TOCYAapPCTBEHHBIX (MYHUIIMIIAIBHBIX) apXUBOB
oJuH pa3 B 5 ner <1> cornacoBsiBatoT HOMeHKIATypy aei ¢ LIDK (OK) opranuzanuu u npeacTaBisioT
ee Ha cornacoBaHue coorBercTByromux OIIK wmimm rocymapcTBeHHOTo (MyHUIMIIAIBHOTO) apXHBA,
COIIACHO NPEJOCTABICHHBIM EMY IIOJITHOMOYUSIM.

<1> B cnyuyae u3MeHeHHs (QYHKIHMHA U CTPYKTYpbl OpraHU3allMd HOMEHKJIATypa el MOIJICKHUT
NIEPECOCTABJIEHNIO, COTJIACOBAHUIO U YTBEPKICHUIO.

Opranuzaniuv, B JEATENTBHOCTH KOTOPBIX HE CO3JAIOTCS JOKYMEHTHl ApXuBHOTO (hoHIa
Poccuiickoit @eaeparuu, yrBepKIar0T HOMEHKIIATYPY A€l CAMOCTOSTENBHO.

4.19. 3akoHUYCHHBIE JIEIOTPOU3BOJCTBOM Jiejla MOCTOSIHHOTO M BpeMeHHbIX (cBbimie 10 er)
CPOKOB XpaHEHHs, B TOM YHCJE IO JUYHOMY COCTaBy, MOCIE OKOHYAHHs KAJICHIApHOTO TOJAa, B
KOTOPOM OHHU OBUIM 3aBEJCHBI, MOATOTABIMBAIOTCA K Iepenade B apXHB OpPraHU3aIlMH M IMOMAJEKAT
0(OPMIICHHIO U OTIICAHHUIO.

B 3aBucMMOCTH OT CPOKOB XpaHEHHS MPOBOJUTCS TMOJIHOE WM YaCTUYHOE O(POpMIICHHE eIl
[TotHOMY OGOpPMIICHHIO MOMJICKAT Jeja IMOCTOSHHOrO W BpeMeHHbIX (cBbime 10 15eT) cpokoB
XpaHEeHUsl U 110 JTUYHOMY COCTaBY.

Odopmienue nen Ha OyMa)KHOM HOCHUTENE TPeyCMaTpPHBAET:

MOJIIIMBKY WM TIEPEIUIET TOKYMEHTOB Jiena (HeopMaTHbIe JOKYMEHTBI XPAHSITCS B 3aKPBITHIX
TBEPJIBIX MMAIKaX WIK B KOPOOKax);

HyMEpaIUIo JIUCTOB JeNa,

COCTaBJICHHUE JTUCTa-3aBepuTens aena (npuioxenue N 8);

COCTaBJICHUE BHYTPCHHEH ONUCH JIOKYMEHTOB jiena (npusoxenue N 27);

odopmiieHre 000KKH nena (npuioxerune N 28).

[ToaroToBKa »SIEKTPOHHBIX JAeN [ Tepeladyd B apXuB OpraHU3alliu IpeaycMaTpuBaeT
COCTaBJICHUE OTIMCH JJIEKTPOHHBIX JeJ1, ToOKyMeHTOB (mpusioskenus N N 17, 18).

4.20. B nmeno moMemiaroTcsi JAOKYMEHTHI, KOTOpBIE IO CBOEMY COJEPKAHUIO COOTBETCTBYIOT
3aroJIOBKY JieNia, TPU 3TOM 3allpeliacTcsi TPYIIUpPOBaTh B jiejia YePHOBBIC U JTyOJIeTHBIC SK3EMILISPHI
JOKYMEHTOB, a TaK)Xe JOKYMEHTBI, TIOJJIeXKAaIlue BO3Bpary.

[Tpu hopmupoBaHuu 1ena HEOOXOAUMO COOJIOIATh CIEAYIONUE TPEOOBAHHUS:

JIOKYMEHTBI MOCTOSIHHOTO U BPEMEHHOTO XPaHEHUS HEOOXOIUMO TPYNIHPOBATh B OTACIbHBIC
nena;

BKIIIOYATH B JIEJIO TI0 OJTHOMY JK3EMIUISIPY KaXKIOTO TOKYMEHTA;

IPYNIUPOBaTh B JEJO JOKYMEHTBI OJIHOTO KaJCHIAPHOTO TOJa; HUCKIIOYCHHE COCTaBJISIFOT:
nepexo/Isiue Jesia; CyqeOHbIe Jelia; JIMYHbIE JIeNia, KOTOPble (JOPMHUPYIOTCS B TCUSHHE BCETO MEPUOJIA
paboThl JHIIa B OpraHW3alllK; ITOKYMEHTHI BBIOOPHBIX OpPraHOB W WX IOCTOSHHBIX KOMHCCHIA,
NEMYTaTCKAX TPYII, KOTOPbIE TPYINIUPYIOTCS 3a TMEPUOJ CO3bIBa; JOKYMEHTHI 00pa30oBaTelIbHBIX
OpraHM3anuii, KOTopble (GOPMHUPYIOTCS 3a y4EOHBIH TOJ; JTOKYMEHTBI TEaTPOB, XapaKTEPU3YIOIINE
CIICHUYECKYIO JICATEIbHOCTD, B MIPE/IeNiax TeaTpaJbHOr0 Ce30Ha; Jesia (PUIbMOB, PYKOIMCEH, HCTOPUN
0oJIe3HEMN.

[Tpuka3bl 1O JIMYHOMY COCTaBY JOJDKHBI TPYIIIHPOBATBCS B Jiela B COOTBETCTBUH C
YCTaHOBJICHHBIMU IS HUX CPOKAMH XpaHEHUS,

JOKYMEHThl B JIMYHBIX JIeJaX pacrojiaraloTcs B XPOHOJOTHYECKOM TOPSAKE IO Mepe
MOCTYTUICHUS,

JMIICBBIC CUeTa IO 3apabOTHOW IUIaTe PaOOTHHKOB TPYIIIHUPYIOTCS B OTACIBHBIC Jeia U
pacroJjiaratrorcs B HUX 1o ajndaBuTy (paMuiaInuii, UMEH U OTYCCTB.

Jeno Ha OyMa)XHOM HOCHTEJIEC HE JIOJKHO cojiepkath 6omee 250 nmucTos, mpu ToauHe He Oosee
4 cm.

4.21. JIOKyMEHTBI, COCTABJISIOIIKME JEJI0 Ha OyMa)XHOM HOCHTEJIE, MOIIIMBAIOTCA Ha YEThIPE
npokosia (Ha TpH MPOKoJa - Ui Maao(OpPMaTHBIX JE]I) B TBEPAYIO OOJIOKKY MIIHM IEPEIICTAIOTCSA C
YY4ETOM BO3MOYKHOCTH CBOOOJHOIO YTEHHS BCEX JTOKYMEHTOB, JaT, BHU3 W PE30JIIOIUH Ha HUX,



METAJLTUYECKHUE CKPEIUICHUS U3 IOKYMEHTOB yIAJISIFOTCS.

B nauane nena Ha OyMa>kHOM HOCHUTEIE MPH HEOOXOIMMOCTHU MOANIUBAIOTCS TUCTHI BHYTPEHHEH
ONHUCH JTOKyMEHTOB nena (mpuiokeHue N 27), B KOHIC KaXIOro Jejia - JIMCT-3aBEPUTEIb Jeiia
(mpunosxenue N 8).

4.22. B nensix obecneueHUs] COXPaHHOCTHU U 3aKPEIICHHs TOPsIIKA PACIONIOKEHUS JOKYMEHTOB,
BKJIIOUCHHBIX B JIEJIO Ha OyMa)XHOM HOCHTEINIE, BCE €ro JIMCThI (KpOMe JIMCTa-3aBEpUTENIsl Jeia U
BHYTPEHHEH OMUCH) HyMEPYIOTCS B BAJIOBOM MOPS/IKE apaOCKUMK HU(paMu, KOTOPBIE MIPOCTABJISIFOTCS
B MIPaBOM BEPXHEM YIIIy JIUCTa JOKYMEHTa MPOCTHIM TpapUTHBIM KapaHIAIIOM KX HYMEPaTOpPOM.
YnotpebneHue 4YepHHJ W IBETHBIX KapaHIalled s HyMepaluu JUCTOB 3ampemaercs. JIMcTs
BHYTPEHHEH OMUCH JOKYMEHTOB JieJla HyMEPYIOTCS OTJENBHO.

JIucThl 1en, COCTOSAIMX U3 HECKOJIBKUX TOMOB WA YacTei, HyMEPYIOTCS M0 KKIOMY TOMY WIIH
9acTH OTJEJBHHO.

dororpadun, 4epTEKH, AUATPAMMBI U IPYTHUE WILTFOCTPATUBHBIE JOKYMEHTBI, MPEACTABIISIONINE
CaMOCTOSITENBHBIHN JIUCT B JIeJie, HyMEPYIOTCSI Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

Crno>xeHHBIH JHCT pa3BOpPAYMBAETCs M HyMepyeTcs B MpaBoM BepxHeMm yriy. [Ipu aToMm mwmcr
moboro ¢opmara, MOAIIMUTHIA 3a OJWH Kpad, HyMepyeTcs KaK OJWH JIHCT; JIUCT, CIIOKCHHBIH H
MOIIIUTBIN 32 CepeUuHY, OIJICKUT EPEIINBKE U HyMEPYETCS KaK OJMH JIUCT.

Jluct ¢ HarIyXo HAaKJICCHHBIMU JOKYMEHTaMH (BbIpE3KaMH, BBIMUCKaMH, (GoTorpadusMu)
HyMepyeTcss Kak OauH JucT. Ecam K MOKyMEHTY MOJKIEEHBI OJHUM KpaeM JpYrue IOKYMEHTHI
(BBIPE3KH, BCTABKU TEKCTa, MIEPEBO/IBI), TO KAXKIBII JOKYMEHT HyMEPYETCsl OTIIEIIBHO.

[ToamuTeie B €70 KOHBEPTHI C BJIOXKEHUSMHU HYMEPYIOTCS; MPU 3TOM BHAYaje HyMepyercs
KOHBEPT, a 3aTe€M OYepeTHBIM HOMEPOM KaXKJI0€ BIIOKEHHE B KOHBEPTE.

[MoammuThie B J€7M0 JOKYMEHTBI C COOCTBEHHOW HyMepaluei JucToB (BKJIIOUas IMEYaTHBIC
U3/IaHUsI) MOTYT HYMEpPOBAaThCS B OOILIEM TOPSIIKE MM COXPaHSATh COOCTBCHHYHO HYMEpPAIUIO, €CIIU
OHa COOTBETCTBYET MOPSIIKOBOMY PACIIOJIOKEHUIO JIUCTOB B JIETIE.

B cnyudasx oOHapykeHUs OOJBIIOTO YMCIa OMMOOK B HyMepallMu JUCTOB JeNia MPOBOIUTCS
nepenymepanus. [lpu Hanuuuu OTHAENBHBIX OMIMOOK B HyMepalMu JIHCTOB Jena JIOMycKaeTcs
yrnoTpeOaeHne TUTEPHBIX HOMEPOB JIUCTOB.

4.23. Jluct-3aBeputens nena (mpuioxenune N 8) cocraBiseTcs Ha OTAEIBHOM JIHCTE, B
KapTOTeKax - Ha OTJAEIBHOM JucTe GopmaTa kaprouku. JIMcT-3aBepuTenb Jeia MOIIMUCHIBACTCS €ro
coctaBuTeneM. Bee mocneayrone n3MEHEHUSI B COCTaBE W COCTOSTHHM jeia (MOBPEeXICHHs, 3aMeHa
TIO/UTHHHBIX IOKYMEHTOB) OTMEYAIOTCS B JINCTE-3aBEPHUTEIIE CO CCHIJIKON HAa COOTBETCTBYIOIIU aKT.

3ampemiacTcss BBIHOCHTH JIUCT-3aBEPHUTEIh Ha OOJOXKKY Jiea WM YHUCTBI 000OpOT JiMCTa
NOCJICTHET0 JOKYMEHTa. Eciu 1e0 MoAImMUTO Wik MeperuieTeHo 0e3 OJlaHKa JIMCTa-3aBEpUTENis, OH
JIOJDKEH OBITh HAKJIEEH 32 BEPXHIOIO YaCTh JINCTA HA BHYTPEHHIOK CTOPOHY OOJIOKKH B KOHIIC JIeTia.

4.24. Ha 000XKe JIe)l MMOCTOSTHHOTO XPaHEHUs MPEeIyCMaTPUBACTCS MECTO JUIi HAUMCHOBAHHUS
rOCY/IapCTBCHHOT0 (MYHHIIMIIAILHOTO) apXvBa, B KOTOPBIA Jeja OpraHu3alid OyayT HPUHSATHI
(mpminoskenune N 28). Ilpu odopmicHnn 0OJOXKKHU Jiela HAUMCHOBAHUE OPraHW3allMHd yKa3bIBaeTCs
NOJTHOCThIO, B HWMCHHUTEIBHOM Tajexe. [loJlHOe HaMMEHOBAHHE BBINICCTOSAIICH OpraHU3alUuu
yKa3bIBACTCSl HAJ] HAWMMCHOBAHMEM OpraHM3alli¥ - HCTOYHUKA KOMIUICKTOBaHMs (Takke B
UMCHHUTEIHLHOM Majiexe). Eciu opraHu3alys WM BBIMIECTOSIIAs OPraHU3aIis UMEIOT COKpAIlleHHbIE
HAaMMEHOBAHWSI, TO OHU YKA3bIBAIOTCS B CKOOKAX MOCJIE TIOJTHOTO HAUMEHOBAHHMSI.

[Tpy wW3MEHEHWH HAWMEHOBAHMS OpraHU3alud (CTPYKTYPHOTO MOJPA3[C/CHUs) B TEUYCHHE
Mepuo/ia, OXBAaThIBAEMOTO JIOKYMEHTaMHU Jejla, WIM TpU Tepenade Jelia B APYryH OpTaHU3aIUio
(cTpyKTypHOE TMOJpa3jeieHne), Ha OOJOXKe [efia JOMUCHIBACTCS HOBOE HAMMEHOBAaHHE ISTOM
OpraHu3alik WIH OpraHU3alUKH-PABOIPEEMHUKa (CTPYKTYPHOTO TOJpA3eiieHus ), a IMpexKHee
3aKITF0YAeTCsl B CKOOKH.

4.25. Ha 0610Ke J1en1a yKa3bIBaroTCS:

HAaMMEHOBAHKE OPTaHU3AINH U €€ HEMOCPEICTBEHHAS TOTYMHEHHOCTb;

HaMMCEHOBAHKE CTPYKTYPHOTO MOIPa3/ICICHNUS;

WHJICKC JIeNa;

HOMep ToMa (J4acTH);

3aroJI0BOK Jjena (ToMa, 4acTH);

KpaifHue Jathl Jeia (ToMa, 4acTH);



KOJIMYECTBO JIUCTOB B Jeiie (TOMe, 4acTh);

CPOK XpaHEHHUs Jiena,;

apXMUBHBIN mHQp aena.

4.26. 3aronoBok gena Ha OyMa)KHOM HOCHUTEJIE U 3aroJIOBOK 3JIEKTPOHHOTO JIeJia EPEHOCATCS Ha
00JI0KKy gena (3JEKTPOHHOIO Jella) M3 HOMEHKIATYPHI JIel OpPraHu3allid. 3arojoBOK JIOJDKEH
COOTBETCTBOBATH COACP)KAHUIO JTOKYMEHTOB B JIETIC.

B Tex cinydasix, Korja J1ejio COCTOUT M3 HECKOJIBKHX TOMOB (4acTeii), Ha 00JIOKKY KaXXJJ0r0 TOMa
(vyacTh) BBIHOCHTCSI OOIIME 3arojOBOK Jieia, a NMPH HEOOXOAMMOCTH - 3arojOBOK Ka)KIOr0 TOMa
(uactn).

B 3arosioBkax je’n, cojepiKalluxX KOMHHM JOKYMEHTOB, YKa3bIBAaeTCsl HAa KOJHYECTBO KOIHI.
[ToTMHHOCTB TOKYMEHTOB JIeia B 3aroJIOBKE HE OrOBapHBAETCS.

4.27. Jlena, BHECEHHble B TOJIOBBIE pa3/eibl CBOJHBIX omucel, mudpyroTcs mnocie
YTBEP)KJICHUSI/COTTIAaCOBAaHUS TOI0BOro pasjena cBoAHoil omucu OIIK apXuBHOTO ydpexIeHHS U
YTBEPXKACHHUST PYKOBOAMTENIEM OpraHu3auud (IO OSTOro apXUBHBIA MHUQpP MPOCTaBISAETCS
KapaHaIioMm).

4.28. Ha oOnoxke nena ykasbIBaeTCs Jata Jenia - rof(bl) 3aBEJCHUS M OKOHYAaHWs Jeja B
JIeNIOTIPOU3BO/ICTBE.

Ecnu B €10 BKJIFOUEHBI JOKYMEHTHI (HampuMmep, MPUIIOKEHHUs), 1aTa KOTOPbIX HE COBMANACT C
JaToM Aena, TO MO AaTOW ¢ HOBOM CTPOYKHM JiesaeTcs 00 3ToM 3amuch: "B nene umMeroTcs TOKyMEeHThI
3a ... Tof(bl)".

Jlata menma MOKeT He YKa3bIBaThCS TOJIBKO Ha OONIOKKaX €N, COJEpKaIlNX IOJIOBbIC IUIAHBI U
OTYETHI U APYTUe JOKYMEHTHI, 1aThl KOTOPBIX OTPAKAOTCS B 3ar0JIOBKaX eIl

Jaroii men, comepiKalyx pacnopsAuTEIbHYI0, TBOPUECKYIO U HHYIO TOKYMEHTALUIO (JOKJIabl,
NUChbMa, CTEHOTPAMMBI), JUIsi KOTOPOW TOYHAs JIaTUPOBKA UMEET BaXHOE 3HAUCHHE, a TAKKe JJIsl e,
COCTOSIIIMX W3 HECKOJBKHX TOMOB (YacTeil), SBISIOTCS AaThl (YMCIIO, MeECSI, TOMA) PErucTparuu
(cocTaBieHHs, MOCTYIUICHHS) CAMOTO PaHHET0 M CaMOro MO3/HEr0 JOKYMEHTOB, BKIIIOUYECHHBIX B JEJI0
(kpaifHuE qaThl 1ei1, TOKYMEHTOR).

Jlatoii 1ena, CoepsKaliero MmpoTOKOJIbI 3aCeaHui, SIBIAIOTCS JaThl yTBEPXKICHUS (eciau OHH
YTBEPXKIAIOTCS) MM JaThl IEPBOTO M MOCIIEAHETO MTPOTOKOJIA, COCTABIISIFONIMX JIEITO.

JlaToit TMYHOTO JieNna SBISIFOTCS 1aThl MMOITUCAHUS MPUKA30B O MIPHEME U YBOJILHECHHH JIAIA, HA
KOTOPOE OHO 3aBEJICHO.

[Tpu 0003HaUEHUH AATHI JOKYMEHTA CHavyalla YKa3bIBaeTCsl YHCIIO, 3aTeM Mecsll U rof. Yucio u
roJ1 0003Ha4alTCsl apaObCKUMU IIUPpaMK, Ha3BaHUE MECSIIA - CIIOBOM.

Ecnu nata NOKyMEHTa WM OTACIBHBIC €€ DJIEMEHTBI OIPEIENISIOTCS MPUOIU3UTEIBHO, Ha
OCHOBaHHMH aHAJIM3a COJICPYKAHMsI TIOKYMEHTa, TO JaTa WM OTACIbHBIC €€ JIEMEHThI, He aOCOJIOTHO
JIOCTOBEPHBIE, 3aKIIFOYAIOTCS B KBAIPATHBIC CKOOKH.

4.29. O0s3aTeTbHBIMU PEKBU3UTaMU OOJIOKKH Jiejia SIBIISIOTCS yKa3aHHE KOJMYECTBA JIMCTOB B
nene <1> (mpocraBiseTcss Ha OCHOBAHHMH JIMCTA-3aBEPUTEIIS JIea) M CPOK XpaHeHHMs jaena (Ha Jaenax
IIOCTOSIHHOTO XpaHEHHUs MUIIETCs: " XpaHUTh MOCTOSIHHO").

<1> Jlng nen Ha OyMa>kKHOM HOCHTEJIE.

4.30. lns ydeta JOKYMEHTOB OMpEICICHHBIX KaTEropuil e Ha OyMaKHOM HOcHTene (JIMYHbIE,
cyneOHbIe JieNia, MaTeprUaltbl YTOJIOBHBIX JIeJ, Jejia O MPHUCYKICHUU YYCHBIX CTEIICHEH U TPUCBOCHUN
YUYEeHBIX 3BaHW, Jiea, CBSI3aHHbIC C BbIJAUYCH aBTOPCKHUX CBUIETEIBCTB M MATEHTHBIX H300pETEHHIA)
COCTaBJISIETCSl BHYTPEHHSISI OMTUCHh JOKYMEHTOB JIela.

Ecnu neno Ha OyMa)XHOM HOCHTEJE TIEPEILICTCHO WM MOMIIUTO O0e3 OJlaHKa BHYTPEHHEH omuch
JOKYMEHTOB, TO COCTaBJICHHAs TI0 YCTAHOBJICHHOW (opMe BHYTPEHHsISI OIHCH IOAKICUBACTCS K
BHYTPEHHEH CTOPOHE JIMIIEBOM OOJIOKKH eI,

W3meHeHus cocTaBa TOKYMEHTOB Jiefia (M3bATHs, BKIIOYCHHS JOKYMEHTOB, 3aMEHa JOKYMEHTOB
KomusmMH) oTpaxaroTcs B rpade "Tlpumeuanwe” BHYTpEHHEH ONHMCH CO CChUIKAMH Ha
COOTBETCTBYIOIIUE aKThl. [Ipn HEOOXOIUMOCTH MOTYT OBITH COCTAaBJICHBI HOBasi UTOTOBAsl 3alUCh K
BHYTPEHHEH OTHCH U JIUCT-3aBEPHUTEb JIEIIa.

4.31. Jlena mepenarOTCs B apXWB OpraHU3alllHd 10 OIKCSAM, COCTABICHHBIM B CTPYKTYPHBIX



MOJIpa3/IeeHUsX.

Onucu Oen  CTPYKTYpHBIX TOAPA3JCICHUM COCTABISAIOTCS 10 YCTaHOBJICHHOH Qopme
(mpunoxxenune N 23, 24) B nByX 3K3eMIULIpax M MPEICTABISIOTCS B apXHB OPraHU3alliH HE MO3/IHEe
4yeM 4epe3 OJMH T'oJ] IOCIIe 3aBEepIICHNUs JIeN B AeTIONPOU3BOICTBE.

OmucH coCTaBIISIIOTCS OTACIBHO Ha Jiejia OCTOSHHOTO XpaHeHHs; Jejia BpeMeHHbIX (cBbimie 10
JIeT) CPOKOB XpaHEHWs, B TOM 4YHCJE [0 JIMYHOMY COCTaBy, W Jelia, COCTOSIIHE M3 JOKYMEHTOB,
XapaKTePHBIX TOJIBKO JUIs JAHHOW OpraHu3anuu (CyieOHbIe, CIICICTBCHHBIC JIeia, HayYHbIE OTYETHI 10
temaMm). OT/AENbHBIE ONKMCH COCTABJSIFOTCS Ha CJWHHIBI XPAHEHHS JJICKTPOHHBIX JIOKYMEHTOB
NOCTOSIHHOTO XpaHeHus; BpeMeHHbIX (cBbimie 10 jer) cpokoB XpaHEHHUs, B TOM YHUCIE 10 JIUYHOMY
COCTaBy.

4.32. Ilpu coCTaBJICHUU OMHUCH M€ CTPYKTYPHOTO IOJpa3/eieHus COOMI0AI0TCs CeayIoIne
TpeOOBaHUS:

3aroJIOBKH /1€ BHOCSITCS B ONMCh B COOTBETCTBHM C NPUHATOM CXEMOW cHCTEMaTu3alluu Ha
OCHOBE HOMEHKJIATYphI JIel;

Ka)XJI0€ JeJI0 BHOCUTCS B ONIUCH TIO/I MOPSIKOBBIM HOMEPOM (€CIIH JIeTI0 COCTOUT M3 HECKOJBKHX
TOMOB WJIM YacTeH, TO KaXKIBIH TOM MM YaCTh BHOCSATCS B ONHUCH MO/ MOPSIKOBBIM HOMEPOM);

rpadbl ONMUCH 3aMOJIHAIOTCS B TOYHOM COOTBETCTBMU CO CBEJICHHSIMHM, KOTOPbIE BBIHECEHBI Ha
00IIOXKKY Jiena,

rpada omucu “llpumeuyanue” wucnoib3zyercss UIsi OTMETOK O MpHEMe e, OCOOCHHOCTAX
(U3MYECKOTO COCTOSHUS, O Mepenade JAed IPYTUM CTPYKTYPHBIM TNOApAa3[eIeHHUSM CO CChUIKOW Ha
HEOOXOIUMBIHA aKT, 0 HAJTUYNHU KOIHIA.

B koHue onucu Beien 3a MOCHEAHEH ONUCcaTeNbHON CTaThel 3aroHAETCsl UTOTOBAasl 3alKCh, B
KOTOpO# yKa3biBatoTCs (IdpaMu ¥ MPOMKCHIO) KOJMYECTBO JIEN, MEPBbIA M MOCICTHUNA HOMepa e
IO OTIMCH JIeJI, @ TAK)KE OrOBAPHBAIOTCS OCOOCHHOCTH HyMEpAIMHK JIe] B ONUCH (HAJIMYUE JIUTEPHBIX U
NPOITYIICHHBIX HOMEPOB).

[lepen BHeceHHMEM 3arojlOBKOB Jiel1 B ONMCh IPOBEPSIOTCS KadyecTBO (OPMHUPOBAHUS U
oopMIIEHHS JIeJI, COOTBETCTBUE KOJUUYECTBA J1eJl, BHOCUMBIX B OINHUCH, KOJMUYECTBY 3aBEACHHBIX /€]
10 HOMEHKJIaType JIeJl OpraHu3aluu.

[Tpu mpocMoTpe Zen MpOBEPSIIOTCS: COOTBETCTBHUE 3arojIOBKa Jefla CO/AEPKaHUI0 IOKYMEHTOB B
Jienie; TPaBWIBHOCTh O(GOPMIIEHUS M TPYNIIUPOBKH JTOKYMEHTOB, BKIIIOYEHHBIX B JI€JIO; KayecTBO
NOJIIMBKY WM TMepervieTta Jena; NpaBWIbHOCTh HYMEpalUW JIMCTOB Jiefla, Halu4yue B Jele, B
HEOOXOMMBIX CIy4asX, BHYTPEHHEH ONMCH Jeia U NPaBUIbHOCTh €€ COCTaBJICHUS, NMPaBUIIbHOCTh
opopmieHusT OOJOXKKM Jeja; Haluyue M MPaBUIbHOCTh JIMCTa-3aBepuUTENs Jena. B cmyuae
oOHapyXeHHsI HapyILIEHUs] YCTaHOBJIEHHBIX MPaBWil (HOPMUPOBAHUS U 0(OPMIICHUS JI€]l OHU JIOJIKHBI
OBbITb YCTPAHEHBHI.

B cnyuyae oOGHapyxeHHs OTCYTCTBHSI JA€J, YUCIAIIUXCSA [0 HOMEHKJIAType el OpraHu3alluy,
CTPYKTYPHBIM IOJpa3ieIeHUEM IIPUHUMAIOTCS MEPBI 110 po3bicKy. OOHapyKEHHbIE Jiea BKIIOYAIOTCs
B onuch. EciM pUHSTEIE MEpbI HE Al pe3yIbTaToB, TO Ha HEOOHAPYKEHHBIE JIea COCTABISAETCS aKT
00 yTpare JOKyMEHTOB, KOTOPBIA MOANUCHIBAETCS PYKOBOJUTEIEM CTPYKTYPHOIO MOApa3AeieHUs U
nepeiaeTcs BMECTE C OMUCHIO JIeNl CTPYKTYPHOTO MOApa3ieNIeH s B apXUB OpraHu3aluy (IpUI0KEeHNe
N 6).

4.33. Ilepenaya nen B apXWB OpraHU3alMMd OCYILECTBIISIETCS MO TpaduKy, COINIACOBAHHOMY C
PYKOBOJUTENSAMU  CTPYKTYpPHBIX  MOJApa3AeieHHH, MepelaroluX JOKYMEHTbl B apxuB, H
YTBEPKJICHHOMY PYKOBOJIUTENIEM OpraHU3aliu.

B nepuoa noarotoBku en Ha OyMakHOM HOCHUTENE CTPYKTYpPHBIM IO/Ipa3fieJieHueM K Iepenade
B AapXUB OpraHM3allUU COTPYAHUKOM apXuBa NpPOBEPAETCS NPaBMIBHOCTh MX (OPMUPOBaHUS,
oQOpMIIEHHSI M COOTBETCTBME KOJMYECTBA JieJl, BKJIIOYEHHBIX B OIIUCh, KOJHYECTBY €I,
c(OPMHUPOBAHHBIX B COOTBETCTBUM C HOMEHKIATYpOM el OpraHu3auuu. Bce BbIABIEHHBIE NpU
IPOBEpPKE HEJOCTaTKM B (OPMHUPOBAHMM U OGOPMIIEHUM J€1 PaOOTHUKU CTPYKTYPHOTO
H0JIpa3/ieIeHus 00513aHbl YCTPaHUTb.

[Ipuem-niepenaya s1es1 B apXuB OpraHU3aLUU IPOU3BOIUTCS pPaOOTHUKOM apXuBa OpraHU3alluu B
IIPUCYTCTBUU pabOTHHKA CTPYKTYpPHOro mojpasieneHus. Ha sk3emmiispax omucu Jei, JOKYMEHTOB
IIPOCTABJIAETCSI OTMETKA O HAJIM4YUM Jejla. B KOHIE KaXJ0ro SK3eMIUIsIpa OIUCH YKa3bIBAKOTCS
nupaMu ¥ MPONUCHI0 KOJIMUYECTBO (PAKTHUECKU NMPHUHATHIX B apXuB J€J, HOMEpa OTCYTCTBYIOIIMX



JeN, Jata TMpueMa-Tlepefadu Jel, a TakKe IMOJIMNKCH JIMIA, OTBETCTBEHHOTO 3a apXuB, W JIHIIA,
nepeaBIiero aena.

4.34. Tlepenava 3JIEKTPOHHBIX JOKYMEHTOB B apXHUB OPraHU3alMU MPOU3BOJAUTCS HAa OCHOBAHHH
OMHCEH DIEKTPOHHBIX [IeJ, JOKYMEHTOB CTPYKTYPHBIX MOApA3JeNeHUd 1O HHPOPMAIUOHHO-
TEJICKOMMYHUKAIIMOHHOW ceTH (IpU HAIWYMK B apXWBE OpraHU3aluyd UHPOPMAIMOHHOW CHUCTEMBI)
WM Ha (U3NYECKH O00OCOOJIEHHBIX MAaTEePHATBHBIX HOCHUTENSNX, KOTOpBIE MPEICTABISIOTCS B JBYX
UJACHTUYHBIX 3K3EMIUIIPAX.

[Ipu mepenave HSIEKTPOHHBIX JOKYMEHTOB B apXWB OPraHU3AlMU BBIMIOJHSIOTCS CICIYIOIINE
OCHOBHBIE MPOIIETYPBI PaOOTHI C JOKYMEHTAMH:

dbopmupoBanre B MHPOPMAIMOHHON CHCTEME OpTraHU3alMU JJIEKTPOHHBIX JET, SBIISIOIIMXCS
COBOKYITHOCThIO KOHTCHHEPOB JIIEKTPOHHBIX JOKYMEHTOB WJIM KOHTEHHEPOM JJIEKTPOHHOTO
TOKYMEHTA, COAEpallUM KOHTEHT U MEeTaJaHHbIE AJIEKTPOHHOTO JOKYMEHTa, (hailiibpl 3MEeKTPOHHBIX
MOJIMTUCEH ¥ BU3YaJIM3UPOBAHHYIO KOITUIO TEKCTOBOTO AJIEKTPOHHOTO TIoKymMeHTa B (hopmate PDF/A,

dbopMUpOBaHHE OTIMCH IIEKTPOHHBIX JIe]d, JOKYMEHTOB CTPYKTYPHOTO MOIpa3ieNeHus;

MpOBEpKa apXUBOM OpraHM3alMH dJICKTPOHHBIX JOKYMEHTOB Ha HaJIW4uhe BPEIOHOCHBIX
KOMITBIOTEPHBIX IPOTPamMM;

MPOBEpPKa BOCIPOU3BOJMMOCTH IEKTPOHHBIX JJOKYMEHTOB,;

npoBepka (PU3NYECKOTO U TEXHUYECKOTO COCTOSIHMS HOcuTenei (mpu mepenaue 3JIeKTPOHHBIX
JIOKYMCHTOB B apXUB OpraHU3allMU Ha (U3NYECKH 000COOICHHBIX MaTEePUATIbHBIX HOCUTEIINX);

MPOBEpKa MO UTHHHOCTH JEKTPOHHOM MOAMUCH, KOTOPOM MOAMUCAH 3JEKTPOHHBIH JOKYMEHT.

[Ipyem  SNEKTPOHHBIX JOKYMEHTOB B apXUB OpraHm3aluu 1o  MHGOPMAIMOHHO-
TEJICKOMMYHHUKAIIMOHHOW ceTd (MpU HAJIWYMU B apXWMBE OpPraHM3alud WH()OPMAIMOHHOW CUCTEMBbI)
WK Ha (pu3ndecku 060COOIEHHBIX HOCUTENSIX 0(OPMIISIETCS] COCTABICHUEM UTOTOBOM 3aMKCH B KOHIIE
OTIHMCH DJIEKTPOHHBIX JeNl, TOKyMEHTOB, B KOTOPOM IHU(ppPaMU U MPOMHUCHIO YKa3bIBAETCS KOIUYECTBO
(hakTUYECKU TIPUHATHIX B apXUB AJCKTPOHHBIX €T U AJIEKTPOHHBIX JOKYMEHTOB. MTOoromas 3amuchk
MOATBEPXKJIAeTCsl MOJMUCAMH COTPYIHUKA apXuBa M COTPYAHHUKA CTPYKTYPHOTO TMOJpa3feneHus,
NepeIaBIIero IEKTPOHHbBIE JeNla U TOKyMeHTHI. [Ipu mprueMe Ha apXMBHOE XpaHEHUE DJICKTPOHHBIC
Jiena 3aBepsIIOTCS DIIEKTPOHHOW TOJIMUCHI0 PYKOBOAMTENS OpPraHU3allUd WM YIMOJIHOMOYEHHOTO UM
JIOJDKHOCTHOTO JTHIIA.

Ilocne mnpuemMa B apxXuB OJIEKTPOHHBIX JIOKYMEHTOB Ha (U3UYECKH 000COOJICHHBIX
MaTepHAIbHBIX HOCUTEIISAX BKJIAJIBIINIH, TIOMEIICHHBIE B QYTIISAP €AUHUIBI XPAaHCHHS B CTPYKTYPHOM
MOJIpa3/IeICHNH, 3aMCHSIOTCS] Ha BKJIQJIBIIIHN, O(OPMIICHHBIC B apXUBE.

Ha Bknagpime, mnomeniaeMoMm B (ymIssp €IMHUIBI XpaHEHUs, O(GOpMIsIeMOM B apXuBe,
yKa3bIBaCTCS:

HaMMEHOBaHKe opraHu3aiu (MMoJHOe, COKPAICHHOE);

Homep GoHJA;

HOMEp OIKCH AJICKTPOHHBIX JCJI, TIOKYyMEHTOB;

HOMEp JIeJia 110 OIUCH;

OTMETKa O CTaTyCe SK3eMILIsipa 3JIeKTPOHHBIX JOoKyMeHTOB: "OcH." (ocHOBHO#) wiau "Pab."
(pabouwit);

KpaifHue J1aThl JOKYMEHTOB JIEKTPOHHOTO JIeTIa;

pH HEOOXOJAUMOCTH O(OPMIISIFOTCS JIOTIOJHUTENLHBIE OTMETKH 00 OTpaHMYCHHHU JIOCTYyNa K
JOKYMEHTaM.

Bxknagpim nomeniaercst B QyTisip Guznyeckn 000COOIEHHOTO MaTepHUAIbHOTO HOCUTENST TAKUM
00pa3zoM, 4TOOBI HAAMKCH HAa HEM ObLTH BUIAHBI IIPH 3aKPBITOM QYTIIspeE.

V. OPTAHM3ALINA NCTIOJIb3OBAHUS JOKYMEHTOB
APXNBHOI'O ®OHJA POCCHUNCKOU OEJEPALIMN 1 JIPYT X APXNBHBIX
JOKYMEHTOB OPI"TAHU3ALIA

5.1. ApxuB opraHu3anuu JA0JDKEH MPEAOCTaBIATh MOJIb30BATEN0 TOKYMEHThI ApXUBHOTO (oHAA
Poccuiickoit denepanuu u Apyrue apxuBHbIE JOKYMEHTHI, a TAK)KE CIPaBOYHO-IIOMCKOBBIE CPECTBA K
HUM.

5.2. Jloctynn K JAOKYMEHTaM MOXET OBITh OIpaHMYEH B COOTBETCTBHHM C 3aKOHOJATEIIbCTBOM



Poccwuiickoit @eneparuu, a Takke B COOTBETCTBUU C PACIIOPSHKEHUEM COOCTBEHHMKA WIIH BIIAJelblia
ApXUBHBIX JIOKYMEHTOB, HaXOISIIMXCS B YACTHOW COOCTBEHHOCTH <1>.

<1> Yacts 1 crateu 25 @enepanpHoro 3akoHa ot 22 oktsa0ps 2004 r. N 125-03 "O06 apxuBHOM
nene B Poccuiickoit @enepanun’.

5.3. Tlonp3oBaTenu NpU UCHOJB30BAHWU JTOKYMEHTOB apXuMBa OpPraHHU3allMM OO0s3aHBI JENaTh
CCBUIKM Ha MECTO XPAaHEHUS TOKYMEHTOB.

5.4. CocraB HCA apxuBa opranuzaiyu onpeaessieTcss COCTaBOM M COACPKAHUEM XPAHSIIUXCS B
HEM JIOKYMEHTOB, XapaKTepPOM U 33Jja4aMU MOWCKA ¥ HHTEHCUBHOCTBIO MCIIOIb30BAHMS JOKYMEHTOB.

OcHOBHBIM (00s13aTEILHBIM) APXUBHBIM CIIPABOYHUKOM B apXHBE OPraHU3AIlMU SIBJISCTCS OTHCH
JieN, JNOKYMEHTOB. B 1omonHeHWe B apXvWBe OpraHU3allid BEAYTCS BCIOMOTATENbHBIC apXUBHBIC
CIPaBOYHHKH - KaTaJOTH, YKa3aTelH, UCTOpUYEecKas CIpaBka K (GOHTY.

5.5. B nensax obecrieueHrss COXpaHHOCTH, CBOEBPEMEHHOTO 0TOOpa M y4eTa U CUCTeMaTH3aIuu
JIeJT, TIOJUICKAIUX MOCTOSTHHOMY U BpeMeHHoMY (cBbimie 10 jieT) cpokoB XpaHEHHsI, B OpraHU3aluu
COCTaBIISIFOTCSL OTIMCH e, JOKYMEHTOB.

OnucH coCTaBISIFOTCS OTACIBHO Ha JeNa, JOKYMEHTHI:

MOCTOSIHHOTO CPOKa XPaHEHUS;

BpeMeHHBIX (cBbimie 10 j1eT) cpoKOB XpaHEHUS;

M0 TIUYHOMY COCTaBY;,

XapaKTepHbIE TOJBKO JJIS JaHHOW opraHu3anuu (CyaeOHbIC [eNia, MaTephajibl YrOJOBHBIX JIE,
HAYYHBIC OTYETHI IO TEMaM).

AHaNOTUYHBIE OMUCH COCTABJISIOTCS Ha 3JICKTPOHHbBIE JeNa, JOKYMEHTHI.

CBOJHBIC OMHUCHU /€T, TIOKYMEHTOB OPTaHHU3AI[MN COCTOST U3 TOJIOBBIX Pa3/IeloB, COCTABIIEMBIX
HA OCHOBE IEpPElaHHBIX B apXWUB OPTaHMU3AIMU OMHUCEH Jel ee CTPYKTYPHBIX IMOJpa3/eieHHi 3a
OTpeJIeieHHbIE TOJbl, U CHCTEMAaTHU3WPOBAHHBIX B IMpelenax KaKIOoTO rojla B COOTBETCTBUU C
YTBEPKICHHON CTPYKTYpPOU OpraHu3aiuy Ha 3TOT IO/l

OmnucH fein, TOKyMEHTOB COCTAaBJIAIOTCS 10 ycTaHoBJIeHHOH (hopme (mpunoxenuns N 14, 15, 16,
17, 18) u cocToAT U3 ONMKMCATENbHBIX CTATeH SIUHUIL XPAHCHHUS, HTOTOBO 3aIlTUCH, JINCTA-3aBEPUTEINS U
CIIPaBOYHOTO ammapara K OMUCH.

OnucatenpHasi CTaThsl OMUCH BKJIIOYAET: MOPSIKOBBI HOMEP EIUHMIIBI XPAHEHHS; WHIEKC
eMHUIIBI XpaHeHus! (M0 HOMEHKIIAType JeJ1); 3ar0JI0BOK €MHHUIIBI XPAHCHHUS, BKITIOYAIONIHIA yKa3aHHue
Ha HaJTU4Me KOMH, ecliu B HEeW XpaHATCS KOMHMM JOKYMEHTOB; KpallHUE JaThl €IWHUIBI XpaHEHUS,
CpOK xpaHeHus (mas ommceil e, AOKYMCHTOB BPEMEHHOIO XpaHEHHs); KOJMYECTBO JIMCTOB B
eIMHUIIC XpaHEHUsS. 3aroJIOBOK Jelia MOKET ObITh JOIMOJIHEH aHHOTalhed OTIENbHBIX TOKYMEHTOB
(TpyIbl TOKYMEHTOB) €IMHHIIBI XPAHCHHUS.

B cmpaBouHBIi ammapar K OMKMCH BXOJST: TUTYIbHBIA JIMCT, cojaepkaHue (OrJIaBJIcHHE);
NPEIUCIIOBHE; CIIMCOK COKPAIICHHUIT; yKa3aTeIu K ONKMCH ([IPeMETHBIH, IMEHHOH, TeorpaduuecKoi).

CocraB CIpaBOYHOIO ammapara K OINKMCH 3aBUCHUT OT CPOKa XPaHCHHs BKJIIOYCHHBIX B HEe
JOKYMEHTOB U MX BUJIOB.

K omwmcsm gen, TOKyMEHTOB MOCTOSHHOTO XPaHEHHS W MO JIMYHOMY COCTaBY COCTaBJISIOTCS
TUTYJIBbHBINA JIUCT, IPEIMCIOBUE, OTJIaBICHHUE, PU HEOOXOIMMOCTH - CITUCOK COKPAIICHUH, YKa3aTeIIH.

Ha TUTynpbHOM JHCTE ONHUCH YKa3bIBAIOTCSA. IIOJJHOE HAMMEHOBAHUE TOCYIApPCTBEHHOTO
(MyHHMIIMIIAIBHOTO) apxuBa (eciyM oOpraHu3alys SBISETCS HCTOYHMKOM €ro KOMIUIEKTOBAHWs),
MoCJIe/IHEee TIOJITHOE HAMMEHOBAaHUE OpraHU3allii, COOTBETCTBYIOIIEE HA3BAHUIO €€ apXUBHOTO (hoHa,
HOMEp apXuBHOTro (OHIA, HOMEP M Ha3BaHWE OIMKCH, KpallHHWE NaThl BHECCHHBIX B OIUCH CIMHMI]
XpaHCHHUS.

Eciu HanMeHOBaHUE OpraHU3aliyl K3MEHIOCh, Ha TUTYJIBHOM JIMCTE (B Cilydae HEOOXOMMOCTH
- Ha JOIMOJHHUTEIBHOM JIUCTE) MO/ MOCIEIHIM HaUMEHOBAaHHEM OPraHU3alliK YKa3bIBAIOTCSA B CKOOKAx
BCC €€ IEPCHMEHOBAHHMS B HCTOPHYECCKON (XPOHOJOIMYCCKOM) IOCIEAOBATCILHOCTH 3a IEPUOI,
COOTBETCTBYIOIINI KpaHUM JaTaM €IUHHI] XpPaHEHHsI, BKIFOYCHHBIX B OIHUCH.

B npenucinoBun K OMKMCH KPaTKO M3JIararOTCsl MEPEMMEHOBAHHS OPraHU3aIlid B MCTOPUYECKOU
(XpOHOJIOTMYECKOM) TMOCIEA0BATEIFHOCTH 3a IMEPUOJ, COOTBETCTBYIOINUN KpalHHUM JaTaM €IUHHI]
XpaHEHHMsI, BKJIIOYCHHBIX B OMNHUCH. l[IpemucioBue MMOIMUCHIBAETCS COCTABHTEIEM C YKa3aHHEM



JOJDKHOCTHU M JIaThl COCTABIICHUSI.

K onucu nen, nokymentoB BpemeHHOro (cBbime 10 yeT) XpaHeHus, MpyU HEOOXOJUMOCTH TAKKe
MOT'YT COCTaBIISIThCS OTJIABJIICHHE, CIIUCOK COKPAILICHH.

Omucu (rooBbIe pa3aesbl OMUCe) e, JOKYyMEHTOB COCTaBIISIOTCS:

MOCTOSTHHOTO XpaHEHUsI - HE MEHEe YeM B YETBIPEX IK3EMILIIpax: TpU Ha OyMakHOM HOCHTENE U
OJIVH - B DJIEKTPOHHOM BH/IE (B KauecTBE pabouero sK3eMILLIpa);

BpeMeHnHoro (cBbime 10 yieT) XpaHeHus - He MEHee YeM B JBYX IK3eMIUIIPAX;

JOKYMEHTOB MO JIMYHOMY COCTaBy OpraHM3allMd - HCTOYHUKOB  KOMILICKTOBAHHUS
rOCYJapCTBEHHBIX (MYHHMIIMIIAJIbHBIX) apXWBOB - HE MEHEE YeM B YEThIpEX 3K3EMIUIIpPax: TPU Ha
OyMa)XHOM HOCHUTEJIE, OJIMH - B JICKTPOHHOM BHJIE (B KauecTBE pabouero sK3eMIusipa);

JOKYMEHTOB 10 JMYHOMY COCTaBy OpraHM3aluii, HE SBISIOUIMXCS HCTOYHUKAMHU
KOMITJICKTOBaHUSl TOCYAAapCTBEHHBIX (MYHHIMIAIBHBIX) apXHBOB, - HE MEHEe 4YeM B Tpex
IK3EMILISIPaX.

Omnucu (rooBBIe pa3zeibl OMUCEH) JeN, TOKyMeHTOB BpemeHHoro (cBbime 10 ner) xpaHeHUs
cormacoBeiBatoTcss ¢ LIOK (OK) opranmszamum, mocie 4dero yTBEPXKIAIOTCS PYKOBOIUTEIEM
OpraHu3aIny.

Ha paccmotpenne DIIK mpeacraBisiioTcs He MeHee 4eM depe3 3 roja IOcie 3aBEepIICHHS
JIeTIONPOU3BOICTBOM JIEJ, BKIIFOYCHHBIX B pa3ie:

onucH (roJ0BbIE pa3aeibl ONKCEil) e, JOKYMEHTOB MOCTOSTHHOTO XpaHEHHs ISl YTBEPKACHHS

onucH (roZ0BbIe pa3lelibl ONMUCEH) Jiesl, JOKYMEHTOB IO JINYHOMY COCTaBy JUIS COTJIACOBAHUS
<1>.

<1> Omnwucu nen, JOKYMEHTOB IO JHYHOMY COCTaBy COTJIACOBBIBAIOTCS COOTBETCTBYIOLIMM
rOCY/apCTBEHHBIM (MYHHUIIUITAJIbHBIM) aPXHBOM COTJIACHO MPEIOCTABICHHBIM €My TIOJTHOMOYHSIM.

IMocne yrBepxkaenust (cormacoBanus) onmcedl (rogoBeix paszgenoB omucedt) OIIK  onHum
YTBEP>KAAIOTCS] pYKOBOJIUTENIEM OpraHU3all|H.

B rocymapcTBeHHBIN (MyHHUIMIANBHBIA) apXWB TMEPENAIOTCA TPH DK3EMIUIAPA OIMKMCH JIel
MOCTOSIHHOTO XPaHEHWs, OJWH DJK3EMIULIp OMNHCH [l IO JIMYHOMY COCTaBy, YTBEPKICHHBIX
(cormacoBannbix) JI1K, a Takke MO OAHOMY SK3EMIUIAPY KaXKIOW OMKMCH B 3JIEKTpOoHHOU (opme (B
KavyecTBe pabovero sK3eMIuisipa).

OnuH 3K3eMILISIp OMKCH /1€ IOCTOSTHHOTO XPaHEeHHsI U JIBa SK3EMIUISIpa OTUCH JIeT M0 JTHYHOMY
COCTaBY OCTAIOTCSl B OpraHU3aIUH.

Brecenne m3MeHeHUH B TOIOBOM pas3jen OMUCH Jel, AOKYMEHTOB IOCJE €ro yTBEp:KICHUs
(cormacoBanwust) DITK nomyckaercst TOJIbKO Ha OCHOBaHUH COOTBETCTBYomIero pernenus DIIK.

5.6. Uctopuueckas crnpaBka K (GOHAY COCTOUT M3 TPEX pa3aesioB: UCTOpHs (poHI000pazoBaTeNs,
OTpakarolias HUCTOPHIO OpPraHU3alMUd CO CChUIKAMHU HAa COOTBETCTBYIOIIME 3aKOHOJATENbHBIE U
HOpPMAaTHBHbIC akThl (ZaThl 0Opa3oBaHUs, [EPEUMCHOBAHMUS, PEOPTraHU3AlNH, JIMKBUIAIHH,
BEJIOMCTBEHHYIO MPUHAIEKHOCTD, CTPYKTYPY M (YHKIIUH, UX U3MEHEHHUS, Ha3BaHUE OpTaHU3alUH -
npe/ecTBeHHNKa), uctopust horma (00beM, KpaiiHUE IaThl TOKYMEHTOB, CTEIICHb UX COXPAHHOCTH,
JaThl Tepefayd JOKYMEHTOB Ha MOCTOSHHOE XPaHCHHE) M XapaKTepUCTHKA JOKYMEHTOB (oHIa
(pa3HOBHUIHOCTU JOKYMEHTOB, 0COOEHHOCTH (DOPMUPOBAHUS €IMHUI] XPAaHEHHS U UX CHCTEMaTH3alllH,
HalIU4Yue  JOKYMEHTOB,  BBIXOASIIUX 32  XPOHOJIOTMYECKHE  TPaHUIBl  JESITeNbHOCTU
dbonmoobOpazoBaTens, COCTaB CHPAaBOYHOrO ammapara K (OHAY, MECTO XpaHEHHUs IOKYMEHTOB IO
JUYHOMY COCTaRBY).

UcTtopuueckas crpaBka K (GOHIY COCTaBISETCS B JIBYX SK3EMIUISIpax, OJMH - XpaHUTCS B Jieie
¢boHa, BTOPO - IepeaeTcsi B TOCYAapCTBEHHbINH (MyHUIMITATbHBIN) apXHB.

5.7. OcHOBHBIMH (pOpMaMH UCIIOJIB30BAHUS JOKYMEHTOB apXHBa OPraHU3AINH SBIISIOTCS

nHpopmalnoHHOE oOecrieueHrne pabOTHUKOB OpraHU3alluy,;

MCIIOJIHEHUE 3alPOCOB IOJIb30BATENICH, B TOM YHMCIE 3alpOCOB TPakJaH COLMABLHO-IIPABOBOIO
XapakTepa,

BblJjauya JIOKYMEHTOB U JIeJ1 BO BPEMEHHOE MOJb30BaHUE, MPEAOCTaBICHUE KOMHI apXUBHBIX
JOKYMEHTOB T10 3allpocaM IO0JIb30BaTesei, B TOM yHciie B (GopMe JIEKTPOHHBIX JOKYMEHTOB.

dopmamu UCMOIB30BaHUS JOKYMEHTOB apX1UBa OPraHU3AIUH SIBJISIOTCS TaKXKe:



nH()OPMHUPOBAHUE CTOPOHHHUX OPTaHU3ANMNA O HATWYUU U COJEP’KAHUU MMCIOIIUXCS B apXUBe
JOKYMEHTOB;

MCII0JIb30BaHUE JOKYMEHTOB B CPEICTBAX MacCOBOW MH(OpMAIIHH;

UCIIOJIb30BAHNUE JIOKYMEHTOB [UIsi TMOATOTOBKH HCTOPUKO-MH(POPMAIIMOHHBIX MEPOIPHUSITHIA:
BBICTaBOK, 9KCKYPCH, KOH(epeHIHH;

BbIJIa4ya JOKYMEHTOB JiJIsl pa0OThI B YMTAJIBHOM (IIPOCMOTPOBOM) 3aJiec apXHBA;

OpraHu3anus JA0CTyna pabOTHUKOB OpraHU3alliud K JOKYMEHTaM apXWBa IIyTEM HCIOJIb30BaHUS
UH(OPMAIIMOHHO-TEIIEKOMMYHHKAITMOHHON CETH.

5.8. ApxuB opraHu3aiuu JI0JDKEH BECTH YUeT UCIOIb30BaHUS JOKYMEHTOB, B TOM YHCJIE BBIIAYH
JOKYMEHTOB U J€J1, BbIAAYH apXMBHBIX CIPABOK, BBIIIMCOK, KOIMI JOKYMEHTOB.

5.9. 3ampockl mMmonb30BaTeNel, TMOCTYMAIONME B apXUB OPraHMU3AlNH, MOAPA3ICISIIOTCS Ha
TEMaTUYECKHE U COIIMAILHO-TIPaBOBbIC <1>.

<1> [MoanyHkt 5.7.1 mynkTa 5.7 IlpaBuin xpaHeHus.

5.10. ApxuB opraHuzanuu JODKEH PAacCMaTpPUBATh U WCIOJHATH 3alpocChl, MOCTYNUBIIUE B
MUCbMEHHOU hopme.

3ampoc moiabp30BaTelNs JODKEH COIePKATh CIEIYIONIYI0 HHPOPMAIIUIO:

HAMMCHOBAHKE FOPUIAMYECKOTO JIMIAa - aBTOpa 3ampoca (Uis TpakiAaH - (aMHUINH, MMEHH,
OTYECTBA, MPU HAJMYUH MTOCIIEIHETO);

MOYTOBBIN /UM 3JIEKTPOHHBIN aJpec, 0 KOTOPOMY JIOJKEH OBITh 1aH OTBET;

CBEICHUS, WHTEPECYIOIINE TMOIb30BaTENI W XPOHOJOTHYECKHE paMKHU 3ampaninBacMon
uH(popmanuu,;

dopmy mosyueHHsI ToJib30BaTeaeM HWHPOpManuu (MHPOPMALMOHHOE THCHMO, AapXWBHAs
CIpaBKa, apXWBHAs BBIMUCKA, apXWBHAs KOMUs, TEMAaTHYECKHUN IepedeHb, TEeMaTHYeCKHil 0030p
JIOKYMEHTOB);

JMYHYIO TTOJMUCH aBTOpa 3amnpoca (rpakaHuHa WM TOHKHOCTHOTO JIMIIA);

Jary.

[lpy TOCTYIUICHMH B apXHB OpraHW3alli¥ HMHTEPHET-oOpaiieHus (3ampoca) MOJb30BaTeIs C
yKa3aHUEM ajJipeca 3JIEKTPOHHOM MOYTHl W/UIU MOYTOBOTO aJIpeca eMy HAIpaBIIeTCs YBEIOMIICHHUE O
npueme obpaiieHus (3ampoca) K pacCCMOTPEHHIO WK MOTHBHPOBAHHBIN OTKa3 B PACCMOTPEHHUH.

Ha 3ampochl TeMaTH4ecKkoro XapakTepa, IOCTYNMUBIIME B apXUB OpraHU3alid 10
UH(POPMAIIMOHHO-TEIICKOMMYHHKAIIMOHHOW CETH, B TOM YHUCIIE 10 ceTH VIHTepHeT, OTBET MOXKET OBITh
HalpaBJIieH B BHUJE 3JCKTPOHHOTO COOOIICHHS IO YKa3aHHOMY aBTOPOM 3ampoca AJIEKTPOHHOMY
azipecy.

3anpoc J0DKeH OBITh 3aperdCTPUPOBAH B TEYEHHE TpeX pado4yMx JTHEH ¢ MOMEHTa €ro
HOCTYIUICHUSI.

3anpoc, He OTHOCSIIMACS K COCTABY XPAHSAIIMXCS B OpPraHU3aIlMK JOKYMEHTOB (HErmpo(uiIbHbINA
3ampoc), B TeYeHUe 7 IHEW CO JHs PErMCTpAaIMH 3alpoca HAlPaBseTCs B OPraHU3alMio, T¢ MOTYT
XPaHUTHCS HEOOXOIUMBIC IOKYMEHTHI C YBEIOMIICHHEM 00 3TOM IOJIb30BATEIIS.

3anpoc, TMOCTYNHUBIIMA B apxXdUB OpraHU3allid, pPacCMaTPUBAECTCI B COOTBETCTBHHM C
TpeOOBAHUAMH 3aKOHOAATEIBHBIX M UHBIX HOPMATHBHBIX MPABOBBIX aKTOB 10 paboTe ¢ 0OpaIICHUSIMH
rpaXkJaH U MPeJOCTaBIEHUIO TOCYIaPCTBEHHBIX (MyHUIUIIATBHBIX) YCIIYT.

OTBeT Ha NMOCTYNHBIIMA B apXUB OPraHU3AIMK 3aIllpoc TpeaoctapiseTcs B Teuenune 30 aHel co
JHs ero peructpaiui. C paspelieHnus pyKOBOJICTBA OPraHU3alii 3TOT CPOK MOXKET OBITh MPOJUICH HE
6osee yem Ha 30 gHEH, C yBEJOMIICHHEM 00 ATOM 3asBUTEIIS.

5.11. OTBeTHl Ha 3ampoChl IOJB30BaTECH, B TOM YHCIE OTBEThl Ha 3alpOChl COIMAIBHO-
IIPABOBOI0 XapakTepa, 0(opMIISIOTCS B (hOpMe apXHUBHOM CIPABKH, apXUBHOM BBINMUCKH WJIH apXUBHOM
KOIKH, 0(POPMIIEHHBIX U 3aBEPCHHBIX B YCTAHOBJICHHOM TOPSIKE.

[Ipu OTCYTCTBMM JOKYMEHTOB, HEOOXOJMMBIX ISl MCIIOJHEHHS 3allpoca COIMAIbLHO-IIPABOBOIO
XapakTepa, COCTABIISICTCS OTBET Ha OJIAaHKE OpraHU3aliy C yKa3aHUEeM IMPHYUH UX OTCYTCTBHUS.

5.12. ApxuBHas CHpaBKa IOJIIUCHIBACTCA PYKOBOJMTEICM OpraHU3alldd MWIA  HHBIM
YIIOJTHOMOYECHHBIM MM JOJDKHOCTHBIM JIMIIOM M 3aBepsieTCs MedyaThio opranm3anuu (mpuioxenne N
29).



ApxuBHas cripaBka, 00beM KOTOPOI MPEBHIIIACT OJIUH JIUCT, I0JKHA OBITH IIPOHYMEPOBAHA.

B Tekcre apXMBHOM CIIpaBKH B XPOHOJIOTUYECKOH MOCIEI0BATEILHOCTH U3JaraloTcst COOBITUS C
YKa3aHWEM BHJOB HCIIOJIb30BAHHBIX JIOKYMEHTOB, WX JaT M HOMEpPOB. B apxwBHOW crpaBke
JIOTTYCKAETCsl IUTUPOBAHUE TOKYMEHTOB.

HecoBnazienne OTAENbHBIX CBEICHUN/JAHHBIX TOKYMEHTOB CO CBEJCHUSMH, M3J0XCHHBIMU B
3ampoce, He SBJISIETCS MPEMSATCTBUEM /ISl BKIIFOUCHHS UX B aPXUBHYIO CIIPABKY, €CIIM COBIIAJCHUE BCEX
OCTaJbHBIX CBEICHUN HE BBI3BIBAET COMHEHHUU B TOXKJICCTBEHHOCTH JIMIA WIA (PAKTOB, O KOTOPBIX
TOBOPHUTCS B TOKyMEHTAX.

B apxuBHOI cHpaBKe JaHHBIE BOCIPOU3BOJATCS TaK, KAK OHHM H3JI0)KEHBI B JOKYMEHTax, a
pacxXosKJIeHUs, HECOBMA/ICHUSI U HETOUHBIC HAa3BaHUS, OTCYTCTBHE MMEHH, OTYECTBA, UHUIIMAIOB WU
HAJIMYUE TOJNHKO OJIHOTO M3 HHUX JIOJDKHBI OBITh OTOBOPEHBI B TEKCTE CIpaBKU B ckoOkax: "Tak B
nokymente", "Tak B TekcTe opurnHana’.

CeeneHus, WMEIOIIMECSs B apXuBe MO 3ampocy O pabote u (wim) ydeOe B HECKOIBKHX
OpraHu3aIUsiX, KacaloIIruecs OTHOTO WA, BKIIOYAIOTCS B OJHY apXUBHYIO CIIPABKY.

[To TekcTy apXWBHOW CIpaBKU B KaYECTBE MPUMEUYAHUNA MOTYT OBITH OTOBOPEHBI HEPA300PUHBO
HalMCaHHbIE, MCIPABJICHHbIE AaBTOPOM, HE MOAJAIOIIMECS IMPOYTEHUIO BCIEACTBUE IOBPEKIACHUSL
TekcTa opuruHaia: "Tak B Tekcte opurunana”, "B tekcre Hepa3bopunBo".

B TekcTe apXuBHOU CHpaBKM HE [OMYCKAIOTCS H3MEHEHUS, WCIPABICHUS, CYMMHPOBAHUE
TAHHBIX, KOMMEHTApUHU, COOCTBEHHBIC BBIBOABI HCIOJHUTENS IO COACPKAHHUIO JOKYMEHTOB, Ha
OCHOBAaHMHU KOTOPBIX COCTaBJICHA apXUBHaA clipaBKa. [IoYUCTKU ¥ TOMapKu B apXUBHBIX CIIPAaBKaxX HE
JIOITyCKAIOTCA.

B apxuBHO# cnpaBke AOKHBI OBITH MPHUBEACHBI apXUBHBIC MIU(PHI K HOMEpa JIMCTOB €AMHMII
XpaHEHUs JOKYMEHTOB, UCIIOJIb30BABIINUXCS ISl €€ COCTABIICHUSI.

[To 3ampocy mosb3oBaTeneil apXuBHbBIE CIIPABKU MOTYT BBIJABaThCS B AJNIEKTPOHHOU ¢dopme Ha
3JIEKTPOHHOM HOCHUTele JIMOO NepechlIaThes MO0 MH()OPMAMOHHO-TEIEKOMMYHUKALIMOHHBIM CETSM.
DNEKTPOHHBIE apXUBHBIE CIPABKH 3aBEPSIOTCS SJIEKTPOHHON MOIMUCHI0 PYKOBOAUTENS OpraHu3aluu
WA UHOTO YIOJHOMOYEHHOTO UM JOJDKHOCTHOTO JIMIIA.

5.13. ApxuBHbIC BBIMHUCKH O(OPMISIOTCS Ha OJaHKE OpraHu3aluu (apxXWBa OpraHHU3alMu) C
ob6o3HaueHneM HazBaHus Buaa gokymenTa: "APXMBHAS BBITTMCKA".

B apxuBHOIi BBINICKE Ha3BaHUE JOKYMEHTA, €r0 HOMEp U J1aTa BOCIIPOU3BOISATCS MOTHOCTHIO.

Brinucka npon3BoAUTCS TOTBKO U3 JOKYMEHTA, B KOTOPOM COJIEP>KUTCS HECKOJBKO OTHEIbHBIX,
HE CBSI3aHHBIX MEXAy c000l BOMpOcOoB. BrIMucka MomKHA BOCHPOU3BOIAUTH MOJHBIA TEKCT 4acTH
JOKYMEHTA, OTHOCSIIENCS K 3ampocy.

W3BneueHnemM M3 TEKCTa JAOKYMEHTa JOJDKHBI ObITh HMCYEpPHaHbl BCE MMEIOIIMECS JAaHHBIE IO
3anpocy. Hauano u KOHeIl KaXJ0ro HW3BICYEHHs, a TakKe MPOMYCKH OTACIbHBIX CIOB B TEKCTE
JOKyMeHTa 0003HAYaI0TCSI MHOTOTOYHEM.

B apxuBHOI BBIUCKE JOJDKHBI OBITH CAENAHBl COOTBETCTBYIOIIME MPUMEYAHUS U OTOBOPEHBI
YacTU TEKCTa OpUTHHANa, Hepa30OpUYMBO HAMKCAHHBIE, UCIPABICHHBIE aBTOPOM, HE MOJAJAIOIIHECcs
IPOYTEHUIO BCIIEACTBHUE MOBPEXKACHUS TEKCTa U IPYruM npuurHaM. OTIenbHbIE CJIOBAa U BBIPAKECHUS
JIOKYMEHTa, BBI3BIBAIOIINE COMHEHHUS B UX TOYHOCTH, a TaKkKe HCIPABICHUS, MOTYUCTKH,
BBI3BIBAIOIINE COMHEHUE B WX JIOCTOBEPHOCTH, oroapuBarorcs. '"Tak B gokymente', uiam "B Tekcre
Hepa3z0opuuBo”, wim "Tak B Texcre opuruHana'. Ilocie TekcTa apXMBHOW BBIMTHUCKH YKa3bIBAIOTCS
apXUBHBINA MUGP U HOMEPA JUCTOB €ANHUIIBI XPaHEHUS APXUBHOTO TIOKYMEHTA.

ApXxuBHasg  BBIIIUCKA  MOAMKCHIBAETCS  PYKOBOJAMUTEIEM  OpraHU3allMd  WIH  HHBIM
YIIOJTHOMOYEHHBIM UM JOJIKHOCTHBIM JIMIIOM U 3aBepsieTcs MeYaThio OpraHu3alyiu.

[lo 3ampocy mnonb3oBaTeNnell apXWBHBIE BBIMCKUA BBIJAIOTCS B AJIEKTPOHHOW ¢dopMe Ha
ANIEKTPOHHOM HOCHUTEJNE JIMOO MepechuIaloTcs MO MH(POPMAIIMOHHO-TEJICKOMMYHUKAIMOHHBIM CETSM.
DNEeKTPOHHBIE apXUBHBIEC BBIMHUCKH 3aBEPSAIOTCS DJIEKTPOHHON MOAMKUCHIO PYKOBOAUTENS OpraHu3alluu
WJIM MHOTO YIOJIHOMOYEHHOTO UM JOJHKHOCTHOTO JIUIIA.

5.14. Ha apxuBHBIX KOMHSIX, BKIIOYasl apXUBHbIE KOMUU HA OyMa)XHOM HOCHTEIIE 3JIEKTPOHHBIX
JOKYMEHTOB, apXUBHbIC MIM(PHI MPOCTABISAIOTCA Ha 000pOTE KaXIOro JIMCTa apXWBHOW KOMHH, a
3aBepuTeIbHAs HAJMKUCh U [1eYaTh - HA 000pOTE MOCIEIHEro JUCTa KOMUU.

[lo 3ampocy mnonb3oBaTelell AIIEKTPOHHBIE KOMHHM AapXUBHBIX JOKYMEHTOB BBIJAIOTCS B
9NEKTpOHHOU (opMe OO MepechUIaloTcsl M0 HH(POPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM CETSIM.



DNEKTPOHHBIE KOMUU APXUBHBIX JOKYMEHTOB 3aBEPSIOTCS SJCKTPOHHOU MOAMHCHIO PYKOBOIUTENS
OpTaHMU3aIUH WM UHOTO YITOJIHOMOUYEHHOTO MM JOJKHOCTHOTO JIUIIA.

5.15. TloAroTOBJICHHBIC apXWBOM OpraHU3allMM OTBETHI HAa 3ampochl (apXHBHBIC CIPABKH,
apXUBHBIC BBIMMCKH U apXUBHBIC KOMUH) HAMPABIISIOTCS 3asBUTEIISIM C COIPOBOAUTEIBHBIM THCHMOM
0 TIOYTE WJIM BBIAIOTCS: 3aSBUTEIIO - MPU MPEABSIBICHUHN JOKYMEHTA, YI0CTOBEPSIONIETO THYHOCTb,
€ro MPEICTABUTENSIM - TIPH MPEAbIBICHUHU JOKYMEHTA, YIOCTOBEPSIOIIETO TUYHOCTH U IOBEPEHHOCTH,
0(hOpPMIICHHOHN B YCTAaHOBICHHOM TOPSIIIKE.

5.16. ApxuBHBIC CHpaBKH, AapXUBHBIC BBIMUCKH W apXWBHBIE KOMHUH, HAaMpaBiseMble B
rocyiapcrBa - ydacTHUKM KOHBEHIMHM, OTMEHSIONIEH TpeOoBaHWE Jeralu3aliil WHOCTPaHHBIX
oUIMANIBHBIX IOKYMEHTOB, MoAMKUcanHoi B ['aare 5 oktsa0ps 1961 r., 3aBepsroTCsS MPOCTaBICHUEM U
3aII0JJHEHHUEM CICIUAIBLHOIO IITaMIIa - allOCTHIIS B COOTBETCTBUH C 3aKOHOJIAaTeIbLCTBOM Poccuiickoi
denepanuu.

5.17. JlomyckaeTcst u3bATHE U3 apXUBHBIX JIeNT U BblIaya BIaJeTbIlaM WM UX POJCTBEHHHKAM, B
ClIy4ae UX MHUCHbMEHHOTO OOpaIleHHs, MOATUHHBIX JTUYHBIX TOKYMEHTOB O TPaXKJIaHCKOM COCTOSTHHH,
00 00pa3oBaHUH, TPYJOBBIX KHIKEK, HE TIOTy4EHHBIX B CBOE BpeMsI BIaIeIbIIEM TOKyMEHTOB.

[MognuuHbIe NUYHBIE JAOKYMEHTHI BBIJAIOTCS 3asBUTENSAM C pa3pelieHUs PYKOBOJIUTEINS
OpTraHH3aIUH TI0 MPEeIbSIBICHUHU MACTIOPTa WM UHOTO JOKYMEHTA, YAOCTOBEPSIOIIET0 TUIHOCTh, JIUOO
UX pOJCTBEHHUKAM WM WHBIM JIUIAM TIO0 JOBEPEHHOCTH, OGMOPMIECHHOW B YCTaHOBIECHHOM
3akoHOAaTeNnbCTBOM Poccuiickoii deneparuu nopsake. [loqmMHHbIE TUYHBIE JOKYMEHTBI MOTYT OBITh
HATPABIICHBI 3asIBUTEIIO LIEHHBIM MMHUCHMOM.

C wu3bIMaeMbIX JOKYMEHTOB B apXWMBE OpraHM3allii HW3TOTABIMUBAIOTCS KOMHUHU, KOTOPHIE
npuoOImatTcs K JenaMm. V3psATHe IOKYMEHTOB, a TakKe 3aMeHa Ha KOMHH OTPaKaloTCsi BO
BHYTPEHHHUX OMUCSX JEJI, B JIUCTAaX-3aBEPUTEISAX eI, B OMUCSX JIe], TOKYMEHTOB.

W3bsaTue 1 Bo3BpalleHne JOKYMEHTOB 0(hOPMIISIFOTCS aKTaMH 00 U3bATUU U3 Jien (BO3BPAIICHUN)
yKa3aHHBIX IOKYMEHTOB. AKTHI U APyrue JOKYMEHTHI, HA OCHOBAHUU KOTOPBIX MPOU3BEICHO U3BSITHE
(Bo3BpallieHne) apXUBHBIX JOKYMEHTOB, BKJIFOUAIOTCS B J1e)0 (DOH/Ia.

5.18. KomupoBaHue JOKyMEHTOB apxXuWBa OpraHu3allid MO0 3asBKaM TOJb30BaTeNeu
MPOU3BOJIUTCS TIO PAa3pElICHUIO PYKOBOJUTENS] OpPraHu3alld WId HHOTO YHOJHOMOYEHHOTO UM
JOJKHOCTHOTO JIMIIA.

Komuu nokyMEeHTOB MepechutaloTcs B aJpec TOM OpraHu3alldd, MO 3ampocy KOTOPOW OHH
W3TOTOBJICHBI, WX BBIIAIOTCA MOJIB30BATENIO O] POCIIHCH.

5.19. B mensx cozmaHus YyCIOBHM s paOOTHI MOJIb30BaTeNiel HEMOCPEICTBEHHO B apXHBE
OpraHH3allii MOXKET BBIAEIATHCS MOMEIIEHHE (YMTaNIbHBIH, TPOCMOTPOBBIM 3a/1) I O3HAKOMIIEHHUS C
JOKYMEHTaMU apXuBa, 000pyJOBAaHHOE COOTBETCTBYIOIIUMHU TEXHUYECKHUMH CPEACTBAMU Ui PabOThI
C TOKYMEHTaMHU.

[Ipu orcyrcTBUM B apxXWBe OPraHM3alMM CIEIUAIBHO BBIJIETICHHOTO NOMENIeHHs paboTa
MOJIb30BaTENeil C JOKyMEHTaMHU MPOU3BOAMTCA HEMOCPEACTBEHHO B pPabOYMX KOMHATax apXuBa.
JlokymMeHThl JUisi paboOThl TOJB30BATENIIM BHE I[IOMEIICHHS apXWBa OpraHU3allid BbIIABATH
3anpernaeTcs.

Pa3pemienne Ha paboTy B TMOMEIIEHWHM apXWBa OpPraHU3AIMH JaeT PYKOBOJMWTENIb apXuBa
opranu3aiuu (JIMIo, OTBETCTBEHHOE 3a apXHB).

5.20. OTka3 apxuBa OpraHu3aIliyi B BbIaUe apXUBHBIX JOKYMEHTOB JIOMYCKAETCS B CIydasX:

Hanmuuus (GoHA MOJTb30BAHUS,

HEYIOBJICTBOPUTEIHLHOTO (PU3MIECKOTO COCTOSIHHSI IOKYMEHTOB;

HE MPOIICIIITNX HAYYHOTO OIMMMCAHUS U TEXHUYECKOTO O(POPMIICHUS TOKYMEHTOB, 0 3aBEPIICHUS
3TUX padorT;

OTpaHWYEHU HA MCIOJb30BaHUE, YCTAHOBIICHHBIX 3aKOHOIaTEILCTBOM Poccuiickoit deaepanun
nin GoHA000pa3oBaTeNIeM MPH Mepeaade JOKyMEHTOB Ha XpaHCHUE.

OTka3 apxyuBa OpraHU3allly B MPEIOCTABICHUH TIOKYMEHTOB JIOJDKEH OBITh BBIJIaH B MMCbMEHHOM
dbopme 1 conepikaTh MPUYUHBI 0TKA3a, a TAKXKE MOPSAI0K 00)KaJOBaHUS OTKa3a.

VI. IEPEJAYA TJOKYMEHTOB OPTAHU3ALIMN HA XPAHEHUE
B I'OCYJAPCTBEHHbIN (MYHULIUITIAJIbHBIN) APXIB



6.1. Jloxymentsl ApxuBHoro ¢onaa Poccuiickoit @enepanuu, 00pazoBaBIIMecs B OpPraHU3aLUAX
- HICTOYHUKAX KOMIUIEKTOBAHUS TOCYapCTBEHHBIX (MYHUIIUIIAIBHBIX) apPXHBOB, 10 HCTCYCHUU CPOKOB
UX BPEMEHHOTO XpaHEHUS B apXUBE OpraHU3allMM [EpelaloTcs Ha IOCTOSHHOE XpaHEHUEe B
COOTBETCTBYIOLIHIA TOCYIapCTBEHHBIN (MYyHHUIIUIAILHBIN) apXUB.

6.2. loxymentsl ApxusHoro ¢onna Poccuiickoit denepannu, 06pa3oBaBIInecs B ASSTEIbHOCTU
TOCYJapCTBEHHBIX M  HErOCYJapCTBEHHBIX  OpraHM3aluii, HE SBJSIOMUXCA HCTOYHHUKAMHU
KOMILICKTOBAHUSI ~TOCYJapCTBEHHBIX (MYHHUIMIIAJIbHBIX) apXWBOB, MOTYT IIepeIaBaThCsi B
roCy/apCTBeHHbIe (MYHHIIMIIAJIbHBIC) apXHBBI Ha OCHOBAaHWHU JOTOBOPOB C COOCTBECHHHUKAMH WU
BJIa/ICNIbLIaMH IOKYMEHTOB.

6.3. JIoKyMEeHTHI NepeAaroTcs Ha MOCTOSHHOE XpaHEHHE B YMOPSIJIOYEHHOM COCTOSHHM C
COOTBETCTBYIOIIUM HAyYHO-CIIPABOYHBIM alIapaToM.

6.4. B opraHuzanmax - UCTOYHUKAX KOMIUIEKTOBAHHUS TOCYJApCTBEHHBIX (MYHHIIUIAIbHBIX)
apXMBOB BCE pabOThI, CBSA3aHHbIE C 0TOOPOM, MOJTOTOBKOH U nepefayeii JOKYMEHTOB Ha IMOCTOSTHHOE
XpaHEeHUe, B TOM YHCIIE C UX YHNOPSAIOYCHHEM M TPAHCHOPTHUPOBKOMU, BBIMOJIHSIOTCS 3a CUET CPENCTB
OpraHu3aIyii, NepeIalonNX JOKyMEHTHI.

6.5. JlocpouHasi mepeiaya JOKYMEHTOB Ha MOCTOSHHOE XPAaHEHUE MOXKET OBbITh OCYILECTBIIEHA
IpU OTCYTCTBUU HEOOXOAMMBIX YCIOBHMH Ui 0OeCHeueHUs] COXPAaHHOCTH JOKYMEHTOB APXHBHOTO
¢onna Poccuiickoit Denepauuu, mpu yrpose yrparbl (YHHYTOKEHHS) IOKYMEHTOB, a TaKXKe II0
npocb0e OpraHu3anuy Ha OCHOBAHUY JIOTOBOPA C TOCYAaPCTBEHHBIM (MyHHULUIIAIbHBIM) apXUBOM.

[IpoaneHre CpOKOB XpaHEHHs JOKYMEHTOB B apXUBE OpraHM3allMd JOIyCKaeTcs II0o
NHCEMEHHOMY pa3pelIeHUI0 TOCYIapCTBEHHOTO (MYHHIIMIIAIBHOTO) apXuBa B Clly4ae HEOOXOJMMOCTH
IPaKTUYECKOT0 MCII0JIb30BaHMsI TIOKYMEHTOB OpraHu3aluen.

6.6. Ilepemaya JOKYMEHTOB MOCTOSHHOTO XpaHEHHs B TOCYIApCTBEHHBIM (MyHUIIMIIATbHBIN)
apxXMB  OCYILECTBIISETCS B  COOTBETCTBUM C  IUIAHOM, YTBEp)KJIEHHBIM  PYKOBOJUTEIIEM
COOTBETCTBYIOILIETO apXMBa IO COVIACOBAHUIO C MEPEAAOIIEeH Jiesia OpraHu3alen.

6.7. JIokyMeHTBI MepearoTcs B TOCYAapCTBEHHbIH (MyHUIMOATIBHBINA) apXUB MO OIMHUCAM e,
JIOKYMEHTOB TIOCTOSIHHOTO CpOKa XpaHeHusl, yrBepkaeHHbIM DIIK.

[lepen nepenaueil JOKYMEHTOB Ha IOCTOSHHOE XpAaHEHME COBMECTHO C IPEICTaBUTEIEM
rOCYIapCTBEHHOr0 (MYHHIIUIIATBEHOTO) apXUBa MPOBOIUTCS MPOBEPKA NPABHIBHOCTH OMHCAHHS H
opopmieHust J1en, (GU3NYECKOr0 M CAaHUTAPHO-TUTMEHUYECKOro COCTOSIHMS JOKyMEHTOB. Ilpum
oOHapyXeHUH Je(PEeKTOB COCTABISAETCS AaKT; YCTpaHEHHE OOHApYKEHHBIX NE(PEKTOB NPOBOIAUTCS
CHJIaMH OpraHHu3alyy.

[lepenava nen MPOBOAUTCS B TOCYAapCTBEHHOM (MyHHIHMIAIBHOM) apxXuBe moeanHu4yHo. Ha
BCEX YETBIPEX IK3EMIUIAPAX OMUCEH Jell, JOKYMEHTOB IPOCTABISAIOTCS OTMETKHU O IIpHUEMe JIell.

[Ipu mepBo# mepenaye TOKYMEHTOB B FOCYIapCTBEHHBINH (MYHHUIMNAIBHBII) apXUB MepeaaeTcs
ucropuyeckass copaBka K ¢ouHny. Ilpm mnocnexyrommx mnepegayax JIOKYMEHTOB IepeaaeTcs
JIOTIOJIHEHHE K UCTOPUYECKOH CIIpaBKe.

6.8. Ilepenaua 10KyMeHTOB O(OpPMIISETCA aKTOM IpHUeMa-lepeadyn JOKyMEHTOB Ha XpaHEHUe
(mpunoxxenue N 30), cocraBiasieMblM B JByX OSk3eMmiuiipax. OIUH SK3eMIUIIP OCTaeTcsl B
roCyIapcTBeHHOM (MyHHIIMIAJIBHOM) apXHBe, IPYyrodl - B mepearolleil opraHuszanuu. Bmecre c
JOKYMEHTaMHU NepefaeTcss TPU HK3EeMIUIApa OMUCH Jeld, JOKYMEHTOB, B TOM YHCJIE€ OJUH B
3JIEKTPOHHOM BUJIE.

Ecnu npu mnepenaue oOHApyKEHO pAacXOXAEHHE MeEXJy HTOTOBOM 3alMChbi0 OMMCH e,
JOKYMEHTOB U (PAKTUYECKUM HAJMUYUEM NEepeAaBaeMbIX A€J, B OMHUCH /e, J0KyMEHTOB odopmiisercs
HOBasg UTOroBas 3alMCh, B KOTOPOM yKa3bplBaloTCAd (haKTHMYECKOE Hajludue Jel U HOoMepa
oTcyTcTBYyoIMX Aena. Homepa oTcyTcTByromuX e (GUKCUPYIOTCS B aKTe IpueMa-lepesadu Jeil Ha
IOCTOSIHHOE XpaHEeHUe, MPUYMHBI OTCYTCTBHS JIEJT - B IPHJIAraeMoi K akTy IpuemMa-repesadu crpaBke,
NOATOTOBJICHHON OpPraHU3alUeH.

ApXMB OpraHM3allid IPUHUMAET Mephl MO Po3bicKy Aen. Ha oTcyrcTByromue AOKYMEHTHI U
Jies1a, Mephl 10 PO3bICKY KOTOPBIX HE JalIM PE3YIbTaTOB, COCTABIIAETCS akT 00 yTpaTe JOKYMEHTOB
(npunoxenne N 6). YTpaueHHbIE OAIMHHUKA JOKYMEHTOB MOTYT OBITh 3aMEHEHBI HX KOITHSMU.

VII. IIEPEJAYA JOKYMEHTOB ITPU PEOPT AHU3 AT NJIN JIMKBUJIALIMN
OPI'AHM3ALINY, CMEHE PYKOBO/JUTEJISI APXUBA OPI"AHU3 AL



7.1. Ilpm peopraHu3aiy WIM JUKBUAALMKA OpraHU3alMU TMepefaya U JalbHeiIee
HCIOJIb30BAHUE IOKYMEHTOB PEOPraHU3YEMOW WIIM JUKBUJIUPYEMON OPraHU3alUy OCYLIECTBISETCS B
COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoin denepanni.

[lepenaya MOKYMEHTOB IJMKBHAMPYEMOW OpTaHM3AlMH BXOJUT B OOS3aHHOCTh KOMHCCHH,
o0Opa3oBaHHOM IS TIepeauu Je]l U UMYIIeCTBa.

[Ipy nukBUAaMU OpraHuM3alMid - HCTOYHHMKOB  KOMIUIEKTOBAaHHS TOCYAapCTBEHHBIX
(MyHHMIIMTIAIBHBIX) apXMBOB B COCTAB JIMKBHJAIIMOHHONW KOMHUCCHM BKJIFOUAETCS TPEACTABUTEIH
rOCyJIapCTBEHHOTO (MYHHUITUTIAILHOTO) apXUBa.

7.2. Tlpu cMeHe pYKOBOJMTENS apXuBa opraHusanuu (JIMIa, OTBETCTBEHHOTO 3a apXuB
OpraHu3aliiu) MpueM-repeada TOKyMEHTOB apXHBa, YUETHOTO W HAyYHO-CIIPABOYHOIO ammapara K
HUM OCYLIECTBIISIETCA 110 AKTY.

[Tpunoxenue N 1
K 1. 2.37 [IpaBun

HamMeHOBaHMe OpTraHM3aluun

KAPTOUKA IIOCTEJUJIAXHOI'O
TOIOTPAGVUECKOT'O YKABATEJIA <*>

CTEJUIAX N XPAHVIIVIE N
xap N | ITonka N | ®oua N | Ommcs N | Ex. xp. ¢ N ITpumeuanue
o N
1 2 3 4 5 6

dopmar A6 (148 x 105 mm)

<*> KapTOoykd MOCTEIaXKHOTO TOMOTrpaUuecKoro yKa3aTelsl COCTABISIOTCS Ha KaKIbIH
CTEJUIaK U IPUKPEIUISIOTCS Ha TOPLIEBOM CTOPOHE CTEIUIAXka.

[Tpunoxenne N 2
K 1. 2.37 [IpaBun

HamveHnoBaHMe OpraHM3alnm

KAPTOUYKA IIOPOHIOBOTO
TONOTPAGUUECKOTO YKABATEJIA <*>

®OHI N XPAHUIIMIE N

HasrpaHue dboHOa




Onuces | En. xp. ¢ N Cremnax N Mxap N ITonka N | IIpumevanu
N e
o N
1 2 3 4 5 6

dopmar A4 (210 x 297 mm)

<*> KapTouku no(oHJOBOTO TOMOTPapUUECKOro yKa3aTess COCTABISIOTCA Ha KaKAbIH QOoHI U
pacroyiaraiorcsi B Hopsiike HoMepoB (OHJIOB.

HamMeHOBaHMEe OpraHM3alun
AKT

N
IIPOBEPKNM HAJIMYMA
M COCTOAHMA APXMBHBIX INOKYMEHTOB

doun N

HasepaHue doHOa

YTBEPXIAI

ITpunoxenue N 3
K 1. 2.43 [IpaBun

PykoBomuTesib OopraHM3alum

Homepa onmcen

[l[poBepka ONPOBOOMIJIACH C

[IPOBEPKOM YyCTAHOBJIEHO -
1. YucamTcda IO OnMcAaAM Oeil

2. BHABJIEHH TEXHMUECKME OIWMOKM
2.1. VmenTCca JUTEpPHLHIE HOMEPA -

B MTOTOBOM 3amlmcu

2.2. TponymeHo HOMEPOB:

B MTOTOBOM 3alMCU

YBEeJIMYMIICHA Ha

YMEHBINMIICH Ha

3. UncamMTcs mo onmuMcaM B pes3yJbTare

YCTPaHEHMA TEXHUUECKUX omMbOoOK

[Momnmce Pacumpporka
noAnMcu
JaTa
no
en. xp-
(xonmuecTEO)
a) He y4YTEeHHHE B MTOTOBOM Banmcu en. xp-
(xommuecTr0)
6) HE NepeuyclIeHHEE, HO yUTEeHHEE
en. xp-
(xommuecTEO)
a) He y4YTEeHHHX B MTOTOBOM Banmncu en. xp-
(xommuecTrO)
6) HE MepeuMCIIeHHEX, HO YUYTEHHEIX
en. xp-
(xommuecTrO)
2.3. Ipyrue, B pe3yjbTaTe 4ero obbem
en. xp-
(xomuecTBO)
en. xp-
(xomuuecTBo)
en. xp-
(xomuuecTBo)

4. He okasajioch B HaJMUUUK

en. xXp-



(xommuecTBO)

5. VMeeTcsa B HaIuuMy 0O OAHHOMY OGOHIY

(BKJIOUEHHEIX B ONMUCK) en. xp-
(xommuecTBO)
U3 HUX TPeBynlmx :
a) mesuHbexUMU en. xp-
(xonmuecTEO)
6) Ie3uHCeKLUU en. xp-
(xonmuecTEO)
B) pecraBpauun en. xp-
(xommuecTrO)
[Tponomxkenue npunoxenus N 3
K 1. 2.43 [IpaBun
T) nepemnjierTa WM IOINUMBKU en. xp-
(xommuecTrO)
) BOCCTAHOBJIEHMS 3aTyXallMX TEKCTOB en. xp-
(xommuecTrO)
€) HeUCHpPaBUMO [IOBPEXIEHHEIX en. xp-
(xommuecTr0)
6. lMeeTcs He BKJUOUEHHEIX B ONUCKU en. xp-
(xommuecTrO0)
7. Uroro no nanHoMy Oonzmy (BKJIMOUEHHHX M HE BKJIOYEHHHX B OIMCK),
VMERIWVXCHA B HAJIMUUK en. xp-
(xommuecTr0)
8. XapakTepucTyuka yCJOBUM XPaHEHMUS
[IpoBepKy MNPOM3BOINIIN -
HavmeHnoBaHue
IOOJDKHOCTEM
PabOTHUKOB [Nopnucu PacumdpoBka oOOOMCEN
dopmat A4 (210 x 297)
[Mpunoxenne N 4
Kk . 2.43, 3.15 Ipasun
HamMeHOBaHMeE opTraHM3alumumn
AKT YTBEPXIIAIO
N PyKOBOIMTEJb OpTaHM3aLUu

O TeXHUUYECKHMX ommbKax
B YUETHHEIX HOOKYMEeHTax

dounm N

HazBpaxnue doHma

Honnmce PacumppoBra
NOONMUCHU
ITaTa

B xome BEHIIOJIHEHUA

O6Hapy>KeHbI TEeXHNYEeCKHMe

ommMbKM B SBalMCHax

Hazpanue HOKYMCHTa

CymecTBytoniast 3auch

CnenyeTsaanaTL




B pesysbTaTe  KOJIMYECTBO eIMHUIL xpaHenua  yeesmumioch  (YMEHBIMIIOCH)
Ha emn. xp-
(undpamm, nponmcen)

[lpyMeyaHmA 2
HamMeHOBaHME IOOJIKHOCTU paboTHUKA [ognmce PacumppoBka nomnmcu
IsMeHeHMA B yUYeTHHE IOOKYMEHTH BHECEHH

HamMeHOBaHME IOJDKHOCTU
paboTHMKA apxuBa lMonnmceb PacumppoBka HOONIMUCHU

®dopmar A4 (210 x 297 mm)

[Tpunoxenue N 5
Kk . 2.43, 3.15 [pasun

HamveHoBaHMe OpraHM3alnmn

AKT YTBEPXIIAK
N PyKOBOOMTEJL OpTaHM3alLUMn
00 OOHaApPyXeHUM IOKYMEHTOB llognmce Pacumpporka
(He oTHOCAmMXCS K IOaHHOMY GOHIOY, infediinizie)’s
HEyUTEHHEX )
TaTa
B xome

(8nn paborer)
ODOHaAPYXEHO

(8 donme, xpanHmwmme, paboueMm MOMENESHMM)

Nn/m| 3aronoBok | Ilu¢p (ecim | Kpaiinue KomnuectBo | K kakomy | IIpumeuanus
el Xp. €CTh) JaThl JMCTOB douay
(o6beM, MO) | oTHOCHTCS

1 2 3 4 5 6 7

VToro OOHAPYXEHO INOKYMEHTOB IDOKYMEHTOB
(unbpamu ¥ mponMceL)

HavMveHOBaHME OOJDKHOCTU pa@OTHMKa [Mognuce PaCMM@pOBKa Inongrimcum



VI3MeHeHMS B ydUeTHHE IOOKYMEHTEl BHECEHEL
HavMveHOBaHMEe OOJDKHOCTU

paboTHMKA apxXuBa [Monnmceb PacumbpoBka
jafedriniZie)Zs

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 6
Kk m. 2.44, 3.15, 4.32, 6.8 I1paBun

HamveHoBaHUe OopraHM3alum

AKT YTBEPXIIAK
N PyxoBomomTesb OpraHM3alun
00 yTpaTe IOOKYMEHTOB INononmce Pacumpporka
TIOONMCHU
HaTa
doun N
(nazBanue Qonma)
B pesynepTare YCTAQHOBJIEHO OTCYTCTBME B GOoHIEe
[IePEeUMCIJIEHHEIX HUIXE nej, NPpEennprMHATEE AapXMBOM MEPH IO POS3BCKY IOell

[IOJIOXMTEJILHEIX PEe3yJLTAaTOB He HajiM, B CBA3M C UYeM CUMTaeM BOSBMOXHEM CHSATH C
yueTa:

N /i | Onucs N | Ex. xp. | 3arosioBok en. xp. Kpaitnue | Konnuectso | [Ipennonaraemsl
N JaThl JMCTOB € IIPUYMHBI
(o0beM, MO) |  oTcyTcTBUS

1 2 3 4 5 6 7
HUrToro en.-. Xp-
(uudpamMmu ¥ mpomUChL)
ConmepxaHue YTPadeHHBIX OOKYMEHTOB MOXeT OBTb YaCTUYHO BOCIIOJIHEHO

CIIeOyIVMM €. XP.:

(HOMepa el. Xp.-. 1 UMX T'PYIIIOBEE SaI‘OHOBKVI)

HamMeHOBaHME IOJIKHOCTU
PYKOBOIUTEJS apxuba lopnmce PacumdpoBka NOONUCH
(Mua, OTBETCTBEHHOTO 3a& APXWB)

COTJIACOBAHO <*> COTJIACOBAHO
[IpoTokos 3K apxXMBHOTO ydYpeXIeHUI [IpoToxos [3OK (SK) opraHM3aluum
oT N oT N

VI3MeHeHMa B ydUeTHHEe OOKYMEHTEl BHECEHEL

HamMeHOBaHME IOJDKHOCTU
paboTHUKA apxuBa [Momnmceb PacumppoBka HOONMUCHU

®dopmar A4 (210 x 297 mm)



<*> Ecnu He 00HAPYKEHBI JIe1a MOCTOSTHHOTO XPAHEHHUS.

HamveHoBaHMe OpraHM3alunm

KAPTA-3AMECTUTEJIE OEJIA

ITpunoxenne N 7
Kk . 2.47 [paBun

Heio

(N n naszsaume)
Onmce

(N n naszsaunme)
doHn

(N n naszsaunme)

BeimaHO BO BpPpeMeHHOEe II0JIb30OBaHMeE (HMTaﬂbHHﬁ 3an):

N ®.1.0. nmonp3oBares Jara [ara IToanuck IToanuck
/11 BBIJAYU BO3Bpara BBIAABIIIETO MOJIYYHMBILIETO
ACI0 J1eJ10
1 2 3 4 5 6

JMICT-3ABEPUTEJIL OEJA N

B mejsie momumTo MU IIPOHYMEPOBAHO

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 8
k . 2.47, 419, 4.21, 4.23 [paBun

JIMCTOB

(uudpamMu ¥ mpomnmUchL)

c N o N

, B TOM UMCJIE:I

JIMTEPHBEIE HOMEepa JIMCTOB

IIPOIIyLIIeHHBEIE HOMEepa JIMCTOB

+ JIuCcTOB BHyTpeHHeﬁ OIIMcCum

OcobeHHocTr (PU3NIECKOTO COCTOSIHUS U (POPMHUPOBAHUS JIeia

Homepa micros

1

2




HavMveHOBaHMEe OOJDKHOCTU

paboTHMKAa

IaTa

HamveHoBaHUe OopraHM3alnm

doun N

IlNoonmce

PacumbppoBka MOOONIMUCHU

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 9
K 1. 2.47 [IpaBun

JIMCT MCIIOJIB3OBAHNMA INOKYMEHTOB

3aroJIoBOK Ieja

Ommce N

IOesio N

ara Komy BbI1aHO: Xapaxkrep UCII0JIb30BAHUS N IToanucek nuia,
HCIIOIB30 bamunms, (komupoBaHuUe, BBIMUCKH, | UCIIOJIB30BAHH | UCIOJIb30BABLIETO
BaHUA WHUITAAIBI POCMOTD) BIX JINCTOB JIEI0
(pa3dopurBo)
1 2 3 4 5

HamveHoBaHUe OopraHM3alum

AKT

N

O BbIIIAaYE IeJI BO BPEMEHHOeE IIOJIE30BaHMe

(HanMeHoOBaHME OpPTAHU3ALMM,
ee ampec, MNOUTOBLBIA MHIEKC)

OcHOBaHMe

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 10
K 1. 2.46 [IpaBun

Ijig KakKoM LeJiM BHOAlTCAa en. xp. n3 douma N

(HaszBanue donma)



N /m | Onucs | Ex. xp. | 3aronoBok en. | Kpaitnue KonunuectBo IIpumeuanue
N N Xp. JaThl TMCTOB, (hopmat
(00BeM, MO)
1 2 3 4 ) 6 7
Bcero BrimaeTcsa en. Xp-.,

(uudpamMu ¥ mpomnmUchL)

CPOK BO3BpalleHMA

Ierna BBIIIAHEL B

YIIOPAOOUYEHHOM

cocrodHUmMm, IIOOMWMMTEI , B OBJIOXKAaX, C

IIPOHYMEPOBAHHEIMM JIMCTAMM UM 3aBEPUTEJIBHBIMM HaAOIIMCAMU -

MonyyaTesb obasyercsa He InpenocTaBJIATh nejia, IIOJIydeHHEBEIEe BO BPEMEHHOEe
I1IOJIb30BAaHME, IIOCTOPOHHMM JIVLaM, He BEIIABATDb I10 HVIM KOHMﬁ, BHIIIMCOK WU
CIIpaBOK, He Hy@ﬂMKOBaTb JOKYMEHTEL bes pazpeleHrd OopraHM3alun, anaBmeﬁ
nejia -

Hoﬂyaneﬂb O@HBVGTCH BEPHYTbH IeJla B apXMpB OpT'aHM3alMM B yKaBaHHHﬁ B
aKTe CPOK-.

[Tponomxkenue npunoxenus N 10
K 1. 2.46 [IpaBun
Honyanenb npenyrpexneH (e]e} OTBETCTBEHHOCTM IIO 3aKOHY B CJlydae YyTpaThl

MJIM TIOBPEXIEeHMA IIOJIYYEHHEIX BO BPEMEHHOEe IIOJIb30OBaHMue nOejl.

HavMeHOBaHME IOJIKHOCTU
PYKOBOOMTEJIA OpTaHMU3alUM,
BBHLOAOUEN IeJjia
I[lonnmce Pacumpporka
MIOONNUCU

JaTa
[leyuaTe OpraHM3aLUN

HammveHOBaHME OOJDKHOCTU
pykoBOOIMUTEIIA
OpPTIaHM3aluMM-—IIoJIydaTeJld

I[loonmce Pacumpporka

IIoOrnmcm

JaTa
[leuaTe OpraHM3aLUN

dopmar A4 (210 x 297 mm)

[Tpunoxenne N 11
Kk . 3.6, 3.15 IIpaBun

(HauMeHOBaHME OpPTaHMU3ALMN)

(Ha3BaHMe apxMBa OPTAHM3ALNN)

Tom N

Hauat

OKOHUEH

KHUT'A
ydueTa MNOCTYINJIEHUMA M BHOLHTHA OeJl,

IJOKYMEHTOB




dopmar A3 (297 x 420 mm)

IIponomxenue npunoxenus N 11

Kk . 3.6, 3.15 IIpaBun

N Hara | HaumenoBanue | Haumeno | Ha3zs | T'oxbr Bun ITocrymienue BriObiTHE Heomnucanns! | [Ipume
n/a nocTyn OopraHu3aln BaHHUC, AHUC | TIOCTYIIK | HOCUTC OIIMCaHHBIX OIIMCaHHBIX X A€, YaHHUC
JeHust M| (CTPYKTYpPHOTO | HOMEp U | H BIIUX | JIst <*> JTOKYMEHTOB JTOKYMEHTOB JTOKYMEHTOB,
BBIOBIT | [TOIpa3/IeICHuUS, nara HOME | WIH JINCTOB
s JINIA, APXUBA), | JOKYMEHT p | BBIOBIBLI Komuectso en. xp. Komnuectso en. xp.
JIOKyME |  OT KOTOPOU a, mo | hoHL ux
oCTOsA | BpEMC 10 IIOCTO | BpEM 10 IIOCT | BBIOBI
HTOB | mocTymuid (Wid | KOTOpOMY | a | JOKyMEH
HHOI'O0 | HHOT'O | JIMYHO | AHHOT | CHHOT | JIMYH | YITWJI JI0
BBI6BIJ'II/I) MOCTYIIHII TOB IIO
XpaHeH | (CBBI | MY 0 0 oMy 0
HOKYMCHTBI U 1UiIn OITMCHU
us e 10 |cocraB|xpaHe| (CBbI | cocTa
BBIOBLIN
Jer) y Hus |me 10| By
JTOKYMEHT
neT)
bl
1 2 3 4 5} 6 7 8 9 10 11 12 13 14 15 16
Uroro B TOny MNOCTYMIUIIO en. xp., B TOM uYMCJie> Ha
(undpamMm ¥ nponmCHO)
OyMaxHOM HOCKUTEJE , DBJIEKTPOHHEIX ,
(undpamm ¥ NpoONMCHD) (undpamMm ¥ NpPoONMCHD)
ayIOMOOOKYMEHTOB , BUIEONOKYMEHTOB .
(undpamMm ¥ NponmCHO) (undpamMm u nponmchHL)
NOKAa3BBAKNTCA Pas3IejIbHO UTOTOBHE naHuwe no rpabam 8, 9, 10, 14 xuwnru;
BEIOEBLIIO en. Xp., B TOM uucje: Ha OyMaxHOM HOCUTEJIe
(undpamMm ¥ NpoONMCHD)
, DBJIEKTPOHHEIX ,
(undpamMm ¥ NPOMMCHD) (undpamm u nponmChHO)
ayIOMONOKYMEHTOB , BUIEONOKYMEHTOB -
(undpamm u nponucen) (undpamm u nponucew)

NOKAas3BBAKNTCA pPas3dejIbHO MUTOTOBHEE mNaHHwe no rpadam 11, 12, 13, 15.



HavMvMeHOBaHMe OOJDKHOCTM JIMlia,

COCTaBMBIIET'O MTOI'OBYID I'OIOOBYI 3allliChb [Mognuce PaCMM@pOBKa Inongrimcum

HavMveHOBaHMEe OOJDKHOCTU pPyrKoOBOOUTEJIA apXMBa [Momnuce Pacmw@pOBKa InoAgrimcum

(MMua, OTBETCTBEHHOTO 3a& APXUB)

IaTa

<*> B rpade ykazsiBaercst Bug Hocutelnst (BH - mokymeHTsl Ha OymMakHOM HocuTtene, D1 - AIeKTPOHHbBIE TOKYMEHTBHI).

HammveHOBaHMe OpraHM3aumum

CIIMCOK $OHIOB

Tom N
Hauat
OKOHUEH
N Jara nepBoro Ha3zBanue OtmeTka 0 BBIOBITHH OHIA [Tpumeuanue
doHIa | MOCTYIJICHUS donma
Kyna BbIOBLT Harau N

dopmar A3 (297 x 420 mm)

[Tpunoxenue N 12
Kk . 3.6, 3.15 IIpaBun

®dopmar A4 (210 x 297 mm)

[Tponomxkenue npunoxenus N 12
Kk . 3.6, 3.15 TIpaBun



AOKYMCHTOB AOKYMCHTAQ, Ha
donma OCHOBAaHUU
KOTOPOTO
BBIOBLIT
1 2 3 4 5
Ha 01.01. roga B CIOUCOK BKJIOUEHH (oHmul ¢ N no N
U3 CHOMcKa MUCKJoYeHs QoHmer ¢ N no N
Bcero XpaHMUTCH B apxuBe dboumos,

(uudpamMmu ¥ mpomnucho)

(undpamMm ¥ NponmCHO)
Homepa cBOOOIHEE :
Homepa BubeBuMe (epenaHHHE):
HauMeHOBaHME OOJDKHOCTHU
paboTHMKA apxXuBa, COCTABUBIETO
TOOOBYK MTOTOBYK BaluUCh Nopnmcs
HauMeHOBaHME OOJDKHOCTHU
PYKOBOIOUTEJSA apxuBa

(mMua, OTBETCTBEHHOT'O 3a APXMB) llopgnmce

JaTa

comepxarT OCODO LIeHHEIE IeJia .-

PacumppoBka MOOONMUCHU

PacumppoBka MOOONMUCHU

dopmar A4 (210 x 297 mm)

[Tpunoxenne N 13

Kk . 3.6, 3.15 IIpaBun



JMCT ®OHOA N

(MecroHaxoxmenve Qonpma
(#ammeHoBaHME oOpraHuzaLUUM,
roe xpauurcsa QoHZO))

(Ilara mepBOTO MOCTYIJIEHUA
IOKYMEHTOB (QOHIa)

Kpaiinue natel Kaxa0ro Ha3BaHUsA Hazpanue gonna
donma
1 2
1. YyeT HeONIMCAaHHBEX IJOKYMEHTOB
Hata Hazpanwue, N u nara ITocrymienue BriObiTHe Hannuue

3a11mucu AOKYMCHTAQ, 10 KOTOPOMY
MOCTYIHIIN WA BBLIOBIIIN

(ocratok)

JIOKYMEHTbI Komnuec | Kpaiinu | Komnuec | Kpaitnue | Beero nen
TBO JIeJI | € IaThl | TBO JEJ JaThI
1 2 3 4 5 6 7

2. YuyeT OIMCaHHBX IOJOKYMEHTOB

Hara | Homep | T'ox |Hassan
3aMKCH | OTMCH ne
hi(Sh) | OMHUCH
WIH
aHHOTAa
LUK
JIOKyMe

ITocty
IIUJIO
el. Xp.

BriObITHE

Hanuuwue (octatok)

Komnu
€CTBO
eln. Xp.

OcHoB | B Tom yucie o | Kommu

aHue OTIHCSIM, €CTBO
BBIOBIT | YTBEPKICHHBIM | €. XP.
ust OIIK
(Ha3Ba

B ToM uucne:

MOCTOSIHHOT'O XpaHCHUA

10 JINYHOMY
COCTaBy

Koaunu | kpaiinn U3 HUX 110

KOJINYE | KpalHU




HTOB HUE, €CTBO | € JaThl OIIHCSM, CTBO | € JaThl
nata, N el. Xp. | €. Xp. | YTBEpKACHHBIM | €11. XP.
JIOKyMeE OIIK
HTA)
Komny | Kpaiin KOJIMYE | KpallHU
€CTBO ue CTBO | € JIaThl
el. Xp. | JaTel el. Xp.
1 2 3 4 ) 6 7 8 9 10 11 12 13 14 15 16

dopmar A4 (210 x 297 mm)

ITpunoxenune N 14
Kk . 3.6, 5.5 [TpaBun

HammvMeHOBaHMe oOpTraHM3alumn YTBEPXIIAK

®oun N PyxkopomuTesib OpraHM3alnn
[loonuco Pacumpposka

onmce N IOONMCU

IOeJl NOCTOSAHHOTO XpaHeHMA Iara

3a Ton

N /o WNunexke nena | 3aronosok nena | KpaitHue gatsl KoanuectBo [Ipumeuanue
JIUCTOB
1 2 3 4 5 6
Hassanue pasnena




B DmaHHBEM pasnesl ONMCM BHECEHO

c N

JIMTEPHBIE HOMepa:

[IPOIylUleHHBEIE HOMEepa:

HauMveHOBaHME OOJDKHOCTU

cocCcTaBUTEJIA OIIMCHU

HamveHOBaHME OOJDKHOCTU

PYKOBOIUTEJS apxuba
(MMua, OTBETCTBEHHOTO 3a& APXUB)

COT'JIACOBAHO

lpoToxos LI2K (BK) opraHmsauumn
N

oT

HammveHOBaHMe OpraHM3anumnm

neJj,
(uudpamMu ¥ mpomnmchL)
no N , B TOM UYMuCJIIe:
[Mognmco PacumppoBka nomnmcu
[Mognmcso PacumppoBka nomnmcu

YTBEPXIOEHO

[IpoTrokos JIK apXMBHOT'O y4YpeXIeHNA
oT N

YTBEPXIAI

®oun N PyxkoBomuresib opraHms3alnmn
ommcek N [loonmce Pacumpposkra
OeJl IO JIMYHOMY COCTaBy NOIONUCH
3a Tonm HaTa
N n/n HNupekc 3aroyIoBOK Kpaiinue | Cpok xpanenus | KommuectBo | IIpumeuan

dopmar A4 (210 x 297 mm)

[Tpunoxenne N 15
K . 3.6, 5.5 [TpaBun



Jciia Jeiia JaThbl JINCTOB Hne
1 2 3 4 5 6 7
B IaHHE pasies ONMCK BHECEHO nei,

c N no N

(uudpamMu ¥ mpomnmUchL)

, B TOM UMCJIe:I

JIMTEPHBIE HOMepa:

[IPOIylUleHHBEIE HOMeEpa -

HavMveHOBaHME OOJDKHOCTU

coCTaBuUTEJNId OINUCHU IlNonomnmce

HamMeHOBaHME IOJDXKHOCTU
pykoBomuTesns apxusa (mua,

PacumppoBka MOOONIMUCU

OTBETCTBEHHOTO 3a apxWB) [Momnuce PacumppoBka nomnmcu
COTJIACOBAHO COTJIACOBAHO

Mporoxosa 12K (BK) opraumsaumm [IpoTokos 3JIK apXMBHOT'O y4YpeXIeHNA
oT N oT N

HamMmeHOBaHME oOpTraHM3alumn YTBEPXIA

doun N

ommcek N
nesn Bpemenueix (ceeme 10 jer)
CPOKOB XpaHEeHMUS

Pyxoromuresns OopTraHM3aumnm

[lomnmce Pacumpposkra
IOIINCHU
TaTa

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 16
Kk . 3.6, 5.5 [TpaBun



3a

ron

N /o

Nunexc
neia

3arojI0BOK Aeia

Kpaiinue natel

Cpok xpaHeHHUs

KomnuectBo | [Ipumeuan

JIUCTOB

uc

6

7

B maHHBEI paslell OIUCHU

c N

JIMTEPHBIE HOMepa:
[IPOIylleHHBEIE HOMepa:

BHECEHO

neJj,

(uudpamMmu ¥ mpomnmchL)

o N

, B TOM UMCJIe:

HavveHOBaHME OOJDKHOCTU

cocTaBUTEJIA OIIMCU

HayMeHOBaHME IOJDKHOCTMU
pykoBomuTena apxusa (mmua,
OTBETCTBEHHOTO 3a apxXuB)

COTJIACOBAHO
lpoTokos LI2K (BK) opraHmsauum

oT

HamvmeHOBaHME OpraHM3alum

doun N

llonomnmce

I[lonomnmce

PacumppoBka MOOONMUCU

PacumppoBka MOOONIMUCHU

YTBEPXIOAI

PykoBomuTesib OpraHM3aumnum

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 17
Kk . 3.6, 4.19, 5.5 [IpaBun



[Nomnmce Pacumopporka

onmce N IOONMUCU

BJIEKTPOHHEIX LeJl, IJOKYMEHTOB Iara

[IOCTOAHHOTO XPaHEeHUS

3a Tox:

N /o WNuneke nena | 3aronosok nena | KpaitHue gatsl O0weMm, MO [Ipumeuanus

1 2 3 4 5 6

B DmaHHEDT pasmel ONMCKU BHECEHO nes,

(unbpamMu ¥ mponmchHL)
c N no N .
(undpamMm ¥ NpPONMCHD) (undpamm ¥ nponmChHO)

oOBEMOM M6 .

HauMeHOBaHUE IOJIKHOCTU

COCTaBUTEJIA OIMUCHU lonnmuceb PacumdpoBKa IIOIANNCH

HauMEeHOBaHUE IIOJIKHOCTU

pykoBoauTesns apxusa (mmua,

OTBETCTBEHHOTO 3a apxWB) lloonmuce PacumdpoBKa MIOIANNCH

COI'JIACOBAHO YTBEPXIEHO

Mporokosa 19K (BK) opranumsauymm
oT N

[Iporokos JIK apXMBHOT'O y4YpeXIeHMA
oT N

dopmar A4 (210 x 297 mm)

[Tponomxkenue npunoxenus N 17
k . 3.6, 4.19, 5.5 [paBun



NIPMJIOKEHME K ommcu N
SJIEKTPOHHEIX IeJl, OOKYMEHTOB
INOCTOSAHHOT'O XPaHeHUd

3a Toxm

PeeCTp JOKYMEHTOB (KOHTeﬁHepOB BJIEKTPOHHBIX ﬂOKyMeHTOB) BJIEKTPOHHOT'O IHeJjla:
<*F>

N exn. xp. no onmucwu Vumexc nesna
3aroJIOBOK Hejia

JlaTa Per. N HaumenoBanue qjokymeHTa O6weMm, M6 | [Ipumedanus
JIOKyMEHTa | JTIOKyMEHTa

1 2 3 4 5

HavMvMeHOBaHMEe OOJDKHOCTU
cocCcTaBUuTEeJIA OIIMCHU [Mognuce PaCMM@pOBKa Inongrimcum

dopmar A4 (210 x 297 mm)

<*> CocTaBisieTcsl Ha KaX0€ AIEKTPOHHOE JEIO.

[Tpunoxenne N 18
k . 3.6, 4.19, 5.5 [IpaBun

HamMmeHOBaHMEe oOpTraHM3alumn YTBEPXIA
®oun N PyxkopomuTesib OpraHM3alnn
[lomnmce Pacumbpporka

onmmch N IOONNCHU



DIIEKTPOHHEIX IeJl, HOKYMEHTOB
BpeMmenueix (ceome 10 mer)
CPOKOB XpPaHEeHUS

3a Toxn

IaTa

N | Uanex 3aroJI0BOK 1eja
n/o | ¢ gena

Kpaitnn Cpok O6bem, MO | [Ipumeuanus
€ JaTbl | XpaHEHUs

1 2 3

4 5 6 7

B DmaHHE pasnesl ONMCM BHECEHO

neJj,

c N

o N .

(uudpamMmu ¥ mpomnmUchL)
obBeEMOM

(uudpamMmu ¥ mpomnmUchL)
M6 .

HavMveHOBaHME OOJDKHOCTU
cocTaBUTEJIA OIIMCHU

HauveHOBaHME OOJDKHOCTU
PYKOBOIOUTEJIA apXMBa (nmua,
OTBETCTBEHHOI'O 3a apXMB)

COT'JIACOBAHO

lpoToxos 12K (BK) opraHmsauum
oT N

[IPWJIOXEHUE K omucu N

[ognmco PacumppoBka nomnmcu

[Mognmco PacumppoBka nOOnmcu

dopmar A4 (210 x 297 mm)

[Tponomxkenue npunoxenus N 18
Kk . 3.6, 4.19, 5.5 [IpaBun



SJIEKTPOHHEIX IEeJI BPEMEHHHX
(ceome 10 sieT) CpPOKOB xXpaHeHUd

3a Tonm

PeecTp mokyMeHTOB (KOHTEMHEPOB 3JIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOTO IeJja:
<*>

N exn. xp. no onmucwu Vumexc nerna
3aroJIOBOK Hejia

JlaTa Per. N HaumenoBanue qjokymeHTa O6wveM, M6 | TIpumeuanus
JIOKyMEHTa | JIOKyMEHTa

1 2 3 4 5

HavMveHOBaHMEe OOJDKHOCTU
coCcTaBUTEeJIA OIIMCU Mognuce PaCMM@pOBKa InoAgrimcum

<*> CocTaBisieTcsl Ha KaX0€ AIEKTPOHHOE JEJIO.

HaumenoBaHMe OpraHM3alunm
PEECTP OIIUCEN

Hauat

dopmar A4 (210 x 297 mm)

[Tpunoxenne N 19
k . 3.6, 3.11, 3.15 IIpaBun



OKOHUEeH

dopmar A4 (210 x 297 mm)

[Tponomxkenue npunoxenus N 19
k . 3.6, 3.11, 3.15 IIpaBun



N N N |Haspanu | KomuuectBo aen B onucu | Kpaitn | Komny | Konnue | [Ipume
n/m | QOHJ | ONUCH | € OITUCH ue €CTBO | CTBO | YaHHE
a IMOCTOSH | BDEMCHHO o ATl | JIMCTOB | DK3EMILI

HOTO ro JINYHOM B SPOB
XpaHEeHH! | (CBBILIC y OIHCH | ONHUCH
Pl 10 net) | cocraBy
XpaHEHH
1 2 3 4 5 6 7 8 9 10 11
Bcero XpaHnuTrcd B apXmBe onMceﬁ, 3 HUX
(uudpamMu 1 mpomnuUchL)
IIOCTOAHHOTI'O XpPaHeHMA ’
(uudpamMu ¥ mpomnuchL)
BpeMeHHoro xpanenusa (ceome 10 set) ,
(unbpammu ¥ nponucho)
I10 JIMYHOMY COCTAaBYy y
(unbpamMu ¥ mponmceL)
B TOM 4YMCJIe IIOCTYIIMJIO B rony onmcem
(unbpammu ¥ nponucho)
B TOM UMCJI€ BHIOBLJIO B rony omnmucem
(undbpammu ¥ nponucho)
HammMeHOBaHME IOOJIXKHOCTU pa@OTHMKa
apxmupa opraHM3auum, COCTaBMBIIEI'O
peecTp omnmucen [Nomnmce PacumppoBka nomnmcu
IIoOImMcCum
HamMeHOBaHME IOOJIXHOCTU
pykoBomuTesns apxusa (mua,
OTBETCTBEHHOTO 3a apxWB) Nognmuco Pacumpporka nonmnmcu
IIoOormcCum
TaTa
®dopmar A4 (210 x 297 mm)
[Tpunoxenune N 20
K 1. 3.15 [IpaBun
YTBEPXIAI YTBEPXIAI

PyKOBOﬂMTeﬂb opraHMs3auum,
nepenamumey ITOKYMEHTEH

[lonnmce Pacumpposkra
IOONMCHU
HaTa [leuaTs
AKT
N

npyeMa-rnepenauy apxXMBHBIX
IOOKYMEHTOB Ha XpaHeHMe

Pyxoromuresns opraHMsauum,
anHMMammeﬁ JOKYMEHTEI

[lonnmce Pacumpposra
MIOONMCU
TaTa
[leuaThb



(ocHoBauve mnepenaumn)

(nazBaHue nepemaBaeMoro Qonma)
coai,

(HazBaHue opraHuMzaLUMK, Nepenanmeil IOKYMEHTH)

a IPWHSII
(Ha3zBaHMe OpraHM3aLMM NOPUHMMAKIENH IJOKYMEHTH)

IDOKYMEHTH Ha3BaHHOTO GOHIA M HAydHO-CIIPABOYHEI annapaT K HUM:

N /it Hassanue, Homep onucu KonunuectBo KomnuectBo | [lpumedanus
SK3CMILIAPOB €a. Xp.
(0)105(971

1 2 3 4 )
Toro HNpMHATO en. XxXp-
[lepenauy NPOM3BENINM: [lpreM OpPOM3BEJIM:
JOIIXHOCTB [Nomnmce Pacumdpporka JOIIXHOCTB [lomnmce Pacumopporka

MOONNMCH MOONNMCH

Hara Jara

®ouny npucsoerH N

VIBMEHEHMA B YyUETHBEE IOKYMEHTHEl BHECEHE -
IOJIXHOCTB I[loomnmce Pacumpporka nomnmcu

TaTa

dopmar A4 (210 x 297 mm)

[Tpunoxenune N 21
k m. 3.15, 4.11, 4.13 [paBun

HammveHOBaHMe OpraHM3aummn

AKT YTBEPXIIAK
N PykopomuTesib OpIr'aHM3aLUU
O BHIEJIEHUM K YHUUTOXEHMIO
APXUBHEIX IOKYMEHTOB, lognmcheb Pacumopporka
He nomjiexamyrx XpaHEeHMO MNOONMCHU
TaTa

Ha ocHoBaHuM
(HasBaHme M BBIXOIHEIE IaHHBIE [I€PEeUHsa HOOKYMEHTOB C yKas3aHMEM

CPOKOB MX XPaHEHUH)
OTO6paHbI K VHUUYTOXEHUIO KakK He Mermme HaquO—MCTOqueCKOﬁI LIeHHOCTN U
yYTpaTUBplMe IMNPaKTMYEeCKOEe 3HadeHMe ITOKYMEHTEL (I)OH,I[a N

(nazBanue Qonma)



N 3aroyioBOK zena I'oner | Homep | Homep exn. | Konuuec Cpokn ITpumeu
n/n (rpynmnoBoit ONMCH Xp. 1O TBO €/. | XpaHEHUs U aHue
3aroJIOBOK <*F> OIUCH Xp. HOoMEpa
JTOKYMCHTOB) cTarei 1mo
MIEPEYHIO
1 2 3 4 5 6 7 8
HUToro en. xXp. 3a TOIEL.
(uudpamMu ¥ mpomUCHL)
Onucu mejyi NOCTOSHHOTO XPaHeHrd 3a I'OObl YTBEPXIOEHBL SIIK

(HarMeHOBaHVE APXMBHOTO YUPEXISHUS)
(mMpoTOKOJI OT N

HamMeHOBaHME IOJDXKHOCTMU
pykoBomuTesns apxusa (mua,
OTBETCTBEHHOTO 3a apxWB) llonnuce PacumdpoBKa [IOONUCHU

COTJIACOBAHO
Mporoxos 12K (BK) opraumsaumm
oT N

<*> [Ipu BbIJICJICHUU K YHUYTOXKEHUIO JIOKYMEHTOB IPH MOATOTOBKE e K Iepeaye B apXuB
opranuzaiuu rpagsl 4, 5 He 3aTOJIHAIOTCS.

[Tponomxenue npunoxenus N 21
k m. 3.15, 4.11, 4.13 [paBun

JOKYMEHTEl B KOJIMUECTBE en. Xp.:
- Ha OyMaXHOM HOCUTEJIE BECOM KI' CIOaHEH
Ha YHUUTOXEHME,

— Ha OSJIEKTPOHHOM HOCHUTEJI€ CHaHBl Ha YHUUTOXEeHUEe

(cnoco6 yHmuTOXEHMA)

HamMeHOBaHMe HOOJDKHOCTU pabOoTHMKA,
CcoaBller'0 OOKYMEHTEI I[lonnmce PacumppoBka nomnmcu

JaTa

VI3MeHEeHMsA B YyUETHBE IOKYMEHTH BHECEHH.
HanvMeHOBaHME IOJIXKHOCTHU paboTHUKA
apxmBa, BHECIEIO M3MEeHEHUS

B yUEeTHBEE OOKYMEHTEH Iloommcob PacumdpoBKa DOONIUCU

TaTa

dopmar A4 (210 x 297 mm)



[Tpunoxenune N 22
K 1. 3.15 [IpaBun

HamveHoOBaHUE OpraHM3alum

AKT YTBEPXIAI
N PyxkopomuTesb oOpIr'aHM3aLUMU
O HENMCIPaBMMHEX [IOBPEeXIEeHMIX
APXUBHEIX INOKYMEHTOB llognmce Pacumpporka
NOONMCHU
HaTa
doun N

(nazBanue Qonma)

B @OHJIe O@HapyXeHbI JOKYMEHTEL, IIPM3HAHHBEIE HEMCIPaBMMO IIOBPEXIEeHHBIMM

N | Omucs | En. xp. 3arosaoBoK Kpaitnue natel | KomnuectBo | CymiHocTs u
n/n N N MOBPEXCHHBIX €]1. JIMCTOB IIPUYHHBI
Xp. (o0beM, MO) | moBpexICHHUS
1 2 3 4 5 6 7

NToro o@Hapyero HENCIIPaBMMO IIOBPEXIEHHBIX

en. xp-
(uudpamMu ¥ mpomUCHL)
[lepeunciieHHEE €. XP. [OAJIeXaT CHNMCAHMIO BBULY -

HamMeHOBaHME IOOJIKHOCTU
pykoBomuTesns apxusa (mua,
OTBETCTBEHHOTO 3a apxWB) [Momnuce PacumppoBka nomnmcu
COT'JIACOBAHO COTJIACOBAHO <*>
Mporoxos 19K (BK) opranumsaumm [IpoTokos JIIK apXMBHOI'O yUYpeXIeHNA
oT N oT N
IsMeHeHrda B Yy4YeTHHE INOKYMEHTH apxMBa BHECEHEl.
HamMeHOBaHME IOOJIXKHOCTU
paboTHMKA, BHECIEer'O M3MeHEeHUA
B Y4YeTHEE HOOKYMEHTEL [omnuce PacumppoBka nomnmcu
HaTa

dopmar A4 (210 x 297 mm)

<*> Jly11 JOKyMEHTOB, BKJIFOYEHHBIX B cocTaB ApxuBHOro ¢ponaa Poccuiickoit @enepannu.

[Tpunoxenne N 23
k m. 4.11, 4.31 [paBun



HamveHoBaHUe OopraHM3alum

HamveHoBaHUe CTPYKTYPHOT'O

InompasneJjyieHnd
omich N
neJl

N | HUunekc 3aroyioBOK Jena Kpaiinue Cpok Komnuects | [Ipumeuanue
n/o | jaena JaThl XpaHEHUs | O JKMCTOB

<*F>
1 2 3 4 5 6 7
Hassanue pasnena

B ImaHHYI ONMCH BHECEHO neJjt

c N

JIMTEPHBIE HOMepa :

(uudpamMu ¥ mpomnuchL)

o N , B TOM UMCJIe:

[IPOIylleHHBEIE HOMEpPa -

HavveHOBaHME OOJDKHOCTU
pyroBOOUTEJIA CTPYKTYPHOI'O
InompasneJsieHnd

COT'JIACOBAHO
HauMeHOBaHME IOOJDKHOCTM

pykoBOoOMUTEJA CJyXOel JOY

[lomnmce Pacumpporka

lNoonmcu

HaTa

[ognmcso PacumppoBka nomnmcu

COTJIACOBAHO <**>
[lpoToxkoys 3K CTPYyKTYPHOI'O

IIompasneJsieHnAd

oT N

<*> ['pada omyckaeTcs B OIKMCHU /€] OCTOSTHHOT'O CPOKa XpaHEHHUS.
<**> [Ipu Hammuuu DK CTPYKTYypHOTO MOJIpa3ieneHus.

[lepenan

[Tponomxenue npunoxenus N 23
k m. 4.11, 4.31 [pasun

el

(unbpamMu n mponmceL)
u PEeTUCTPALMOHHO-KOHTPOJLHLHX KAapTOTEK K HOKYMEHTaM.

(unbpamu n mponmceL)

HamMeHOBaHME IOJDXKHOCTM padoTHMKA

et

CTPYKTYPHOTO MOOpasielleHus Monnuchk PacumdpoBka MOONUCH
[MpuHAasn

(unbpamu n nponmceL)
u PeTUCTPaLMOHHO-KOHTPOJEHBIX

(undpamm u nponuce)

KapTOTeK K IOOKYMEHTAaM.



HauMeHOBaHME IOJIKHOCTU
paboTHMKA apxXuBa

ITaTa

HamveHoBaHMeE OpraHM3alumn

doun N

onmmchL N

SJIEKTPOHHBIX IOeJl,

JOKYMEHTOB

[loonmcse PacumppoBka nomnmucu

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 24
k . 4.11, 4.31 [paBun

N/ | Wunekc 3aroyoBOK zena Kpaiinue O6wem, M6 | I[Ipumeuanus
zena JaThl <*>
1 2 3 4 5 6

HaumenoBanue paszzaena

B DmaHHE pasnesl ONMCM BHECEHO

c N

neJji,

o N

(uudpamMu ¥ mpomnucho)

obBeEMOM

HamveHOBaHME OOJDKHOCTU

M6 .

pyroBOOUTEJIA CTPYKTYPHOI'O
InompasneJjyieHnd

HaTa

COIJIACOBAHO

HavMveHOBaHME OOJDKHOCTU

INononmce

pykoBoOMUTeJNA CJyXOel JOY

INoonmce

HaTa

Pacumpposka

lNoonucu

PacumppoBka MOOONIMUCHU

COT'JIACOBAHO <**>
[lpoTokos 3K CTPyKTYpPHOI'O
nompasnesieHusa

oT N

<*> ['padha omyckaeTcs B OIMCH €] OCTOSTHHOT'O CPOKa XpaHEHHUS.
<**> [Ipu Hanmuuuu DK CTPYKTYypHOTO MOJpa3ieneHus.

[lepenan

[Tponomxkenue npunoxenus N 24
k m. 4.11, 4.31 [paBun

oeJl




(uudpamMu 1 mpomnuUchL)
u PETUCTPALMOHHO-KOHTPOJIBHEIX KApTOTEeK K IOKyMeHTaM,
(undpavut 1 mponmchbo)
obBeEMOM M6 .

HavMveHOBaHME OOJDKHOCTU pa@OTHMKa

CTPYKTYPHOT'O NOIpa3nelIeHNA lNomnuce PacumdpoBKa HOIOMNMCHU
[MpuHAan nen
(undpamm n nponucen)
n PEerMCTPauMOHHO-KOHTPOJIbHEIX
(undpamm n nponucen)
KapTOTEeK K HOOKyMeHTaM, OOBeMOM M6 .

HamMeHOBaHME IOJDKHOCTU
paboTHUKA apxuBa IMomnmceb PacumppoBka MOOONMUCHU

JaTa

dopmar A4 (210 x 297 mm)

[Tponomxkenue npunoxenus N 24
k m. 4.11, 4.31 [paBun

NIPYJIOXEHME K ommcu N
DJIEKTPOHHEIX OeJI, OOKYMEHTOB

Peectp mokxyMeHTOB (KOHTEHEPOB BJIEKTPOHHHEX IJOKYMEHTOB) 3JIEKTPOHHOTO NeJa:
<*>

N exn. xp. no ommcu Vumexc perna
3aroJjIoBoOK Hejia

Jata Per. N HanmMenoBanue nokymeHTa O6bveM, M6 | Tlpumeuanus
JOKYMEHTa | JIOKyMEHTa

1 2 3 4 5

HamMveHOBaHMEe OOJDKHOCTU
cocTaBUTEJIA OIIMCHU [Mognuce PaCMM@pOBKa InoAgrimcm

®dopmar A4 (210 x 297 mm)

CocraBnsercs Ha KaKI0€ JJICKTPOHHOC ACJIO.

[Tpunoxenue N 25
K 1. 4.18 [IpaBun



HamveHoBaHUe OopraHM3alnm

HOMEHKJIATYPA IOEJI YTBEPXIA
PykOBOOMTENb OpTaHM3aluumn
Ha rom [Nomnmce Pacumpporka
nonnmcu
HaTa
Nupexe 3aroyoBOK Jena KomnuectBo | Cpok xpanenus | Ilpumedanue
nena nen u N ctarteu o
IIEPEYHIO
1 2 3 4 3)
HasBanue pasnena
HamMeHOBaHME IOJIKHOCTU
pykoBOoOMUTEJNA CJyxXOpl JOY
OpTraHM3aLUuMn INonnmuce Pacumpporka NOONMUCHU
Bus3a pyKOBOIUTEJSA apxmuBa
(mMua, OTBETCTBEHHOTO 3a& apXUB)
COTJIACOBAHO COTJIACOBAHO
MpoToxosn 119K (2K) [IpoTokos 3JIIK apXMBHOI'O yUYpeXIeHMA
oT N oT N

[Tponomxkenue npunoxenus N 25
Kk 1. 4.18 [IpaBun

VToroBasa 3amnmchb O KaTeropmax M KOJIMYeCTBe HOeJl,

3aBeIE€HHEIX B romy B OpTaHM3aluumn
Ilo cpokam xpaHeHus Bcero B ToM uucne:
MEPEXOIAIUX C OTMETKOM
"OIK"
1 2 3 4
ITocrositHHOTO
Bpemennoro (cBorme 10 set)
Bpemennoro (mo 10 net
BKJIFOUHTEJIHHO)
NTOI'O:
HamMveHOBaHMEe OOJDKHOCTU
pykoBoOuUTeJNA CJyxXOel JOY Mognuce Pacumpporka nomnmcu

IaTa



VTOTOBEIE CBEIEHUSA IIepernaHbl B apXUB .

HavMvMeHOBaHMe OOJDKHOCTM JIMlia,

nepelaBUer0 CBeIOeHUS [Momnmuco PacumppoBKa OOIANUCHU
HaTa
dopmar A4 (210 x 297 mm)
[Tpunoxenue N 26
K 1. 4.18 [IpaBun
HamveHoOBaHUeE OpraHM3alnmn
HamveHoOBaHMe CTPYKTYPHOT'O
InompasneJsyieHnd
HOMEHKJIATYPA JIEJI
Ha Tom <*>
WNupeke 3aroyioBOK zena KomunuectBo | Cpoxk xpanenus | IIpumeuanue
nena tomoB (uacteid) | u N cTaTbu 1O
MIEPEYHIO
1 2 3 4 3)

Hassanue pasnena

HamMveHOBaHMEe OOJDKHOCTU
pykroBOOUTEJIA CTPYKTYPHOI'O
InompasnejyieHnd

IaTa

COTJIACOBAHO <**>
[lpoTokoys 3K CTPYyKTYpPHOI'O
nompasnesieHusa

oT N

IlNoonmce

PacumbppoBka MOOONIMUCU

®dopmar A4 (210 x 297 mm)

<*> K HOMeHKJIaType JeJl CTPYKTYPHOTIO HOJPa3AeieHUs 10 OKOHYAHUHM KaJeHJAPHOTO Toja
COCTaBJIICTCS UTOTrOBasi 3aluch MO (GopMe, YKa3aHHOM B NPUIIOKEHUH 25, M Je’aeTcsi OTMETKa O
nepeiaye UTOTOBBIX CBeAeHUH B ciyx0y JI0Y opranuzaiuu.
<**> [Ipu Hanmmuuu DK CTPYKTYypHOTO MOIpa3IeeHus.

[Tpunoxenune N 27



k . 4.19, 4.21 [pasun

BHYTPEHHASA OIINCH
noxkyMeHToB meJja N

N /i | Peructpa Hata 3aros0BOK JOKyMEHTa Homepa miacroB | IIpumeuan
LIMOHHBIN | JOKYMEHTA nena ue
UHJEKC
JOKYMEHT
a
1 2 3 4 5 6
MToro IOKYMEHTOB -

(uudpamMu 1 mpomnuUchL)

KonmmuecTBO JIMCTOB BHYTPEHHEM OIMUCH -
(uudpamMu 1 mpomnuUchL)

HavMvMeHOBaHMe OOJDKHOCTM JiMlia,
COCTaBMBIIETIO BHYTPEHHIK ONMCH
OOKYMEHTOB Iejia [Mognuce Pacumpporra nomnmcu

TaTa

®opmar A4 (210 x 297 mm)

[Tpunoxenue N 28
k . 4.19, 4.24 Tlpaun

(HaumenoBanue rTocymapcTBeHHOTO (MYyHULMIAIBHOTO) apxXubea)

(HauMeHOBaHUE OpPTaHU3aLUN)

(HauMeHOBaHME CTPYKTYPHOTO MNOAPa3ASIICHMA)

IEJO N TOM N

(zarosoBok nena)

(xparinue nare)

Ha JrCcTax
XpaHUTb




Omn. N
. N

HavMeHOBaHME OpTaHU3ALUN
CrnpaBOUHHE INaHHEE OO OPTaHW3aALUN
(nouToBwit ampec, TemnedoH,
Tesnedon/dpaxrc)

APXVBHAA CIIPABKA

N

(mara)

Ha N oT

dopmar A4 (210 x 297 mm)

[Tpunoxenue N 29
K 1. 5.12 IIpaBun

Appecar

TekcT

OcHOBaHMe -

JOJIXHOCTB PyKOBOOUTEJIA OpPITaHM3alllU
(M MHOTO YIIOJIHOMOUYEHHOT'O UM nmua)

[ognmco PacumppoBka nomnmcu

I[leuaTshb

daMUIIMA MUCIIOJIHUTEJIS
Homep TesnedpoHa

YTBEPXIAI

®opmar A4 (210 x 297 mm)

[Tpunoxenue N 30
K 1. 6.8 [IpaBun

YTBEPXIAI

(HavMeHOBaHME IOJDKHOCTU PyKOoBOIOMUTEIA

(HaMMeHOBaHMe OOJDKHOCTNM PYKOBOIMTEJIA

opraHM3alVu, Nepenanmel JOKYMEHTH)

lMoonmco PacumppoBka nomnmcu
HaTa I[leuaTsb
AKT
N

npueMa-repenadr apxUBHEX
IOKYMEHTOB Ha XpPaHeHNe

OpraHM3alV, NPUHVMAKIENH ITOKYMEHTH)
lMoonuco PacumppoBka nomnmcu

HaTa I[leuaTshb



(ocHoBauve mnepenaumn)

(nazBaHue nepemaBaeMoro Qonma)

cnad,
(HanMeHOBaHME OpraHM3aUUM, NEepenanmel IOKYMEHTEH)
(HanMeHOBaHVE OpTaHM3aLMK, IPVMHUMAKLEN IOKYMEHTEHL)
NpUHMMAET Ha IOCYyINapCTBEHHOE XpaHEeHMe NOKYMEHTH UM CTPaxOBHE KONUM 3a
(romm)

n cnpaBqumﬁ anmnapaT K HUM:I

Koncynbranrlntoc: npumedanue.
Hymeparnus rpad B Tabnulle JaHa B COOTBETCTBUH € O(PHUIUAIBHBIM TEKCTOM JIOKYMEHTA.

N n/n | Ha3Banue, HoMep onucu KonunuectBo KonunuectBo enunuig [Ipumeuanue
JK3EMIUISIPOB XpaHEHUS
OIIUCH
1 2 3 4 6

TOro mpMHATO

[Tponomxenue npunoxenus N 30
K 1. 6.8 [IpaBun

em. Xp-

[lepemauy HOpoMU3BEINN:
JOJIXHOCTB I[lonomnmce
Pacumpposka

IOONUCHU
JaTa

doHOy NOPUCBOEH HOMEP

(uudpamMu ¥ mpomnmUchL)
[IpreM npomsBeJIn:
JoJmxHOCTE [oonmce Pacumpposka

rnogrimcm

TaTa

VI3MeHeHMda B ydYeTHBEe OOKYMEHTEl BHECEHEL

JOJIXHOCTB

JaTa

Mopnmco PacumppoBka OOONUCHU

dopmar A4 (210 x 297 mm)




